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MEMORANDUM TO: Management Officer = —=————s—SsS TH 5 Apt 1950 
PROM: | ; Acting Budget Officer 
SUBJECT: Draft of Admini strats ve Instruction re ‘Time, Leave, 
of : and Paye = =~ — 


; Le “this office concurs with tie: re of Administrative Instruction 
“re time , leave, and pay, dated ae March 1950. 


Be Comments + 


— ; With pespeat ee the draft forwarded with your. memorandum of 
31 March 1950 to be identified by Adminis trative ni 
ait is desired so offer the pos ONane: euBseauncne: 
(a) It is believed that tie title of paren acs 5 ‘Should. 
read "Leave in the United States. from Overseas Posts"t. This 
aaenee is. offered since it appears desirable. to make a distinc- 
tion between "home leave" as provided in. Public Law 110 and the 
types of leave which are not legally authorized home leave to. 
the extent that the Agency may. not pey. any of the cs eae 


, ay rt is suggested that there be added a sentence to 
sub-paragraph 5 b (3)(£) reading substantially as follows :. 
"This. does not cover sick leave.as.set forth under paragraph 

5 b (3) above''. ‘The reason for. including this sentence is to. 
make it clear that when either annual or sick leave is. taken | 
at the personal convenience of. the employee , the period of. 
annual or sick leave will. ‘commeace at the time of ee 

'-£rom overseas post of duty. fn this connection it will be. 

_noted that while travel. expenses of a full time employee | 
- might properly be authorized in connection with illness and. 
“return to the U. S. (refer to sub-paragraph 3 (g) of Admini- — 

‘strative Instruction there. is no authority, apparently, 
for considering an individual ina "duty status" while. 
returning for. ‘illness and/or hospitalization. 


eee ae Ww adi. 


j 
Jj 
i 
| 
4 
3 
“a 
of 
t. 


See eS 


ant er ne SENN Cat? AEA ae et a A oe net Coa, 


~ 


4 


STATINTL 


e ~ANDARD FORM-NO, 64 


ue 
i. 
ae 

| 


. a pur pose. for whioh leave is granted, as distinguished from a. kind of 
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2 Office Memorandum | UNITED STATES GOVERNMENT 
To ve Meta Officer sates : : | DATE: 19 ‘April. 1950 
FROM: Chief, Admini strati ve state ei 3 


“Suaject: Draft of Administrative Instruction re Time, Leave and Pay , 


1. Refercade: is ee to the mineogrephed draft dated 31 Maroh 1960 con= — 
cerning "home leave" which proposed material for incorporation wi thin Admini s= 


trative Instruction[ —— butitled "Time, Leave and Pay" ane ee comments 


are. submitted, = accordance with your ‘requests 


a. We concur with the suggested. heading of "Home Leave from 

| Overseas Posts", provided that (1) the term "home leave 
is defined to set forth the eligibility of residents of. 
the United States, its territories and possessions, as 
well as residents of the oontinental United States — 
(applicable paragraphs are 5a and 5f)3; and (2) that it. 
bo indicated whether the reference to United States in 
‘paragraphs 6a, Sb(1),’ 5b(2), 5b(3), and 5f applies equally 
well to United States territories. and possessions, . 


be We conour in the remaining paragra pha within the quali- 
. fications expressed above under a(1) and a(2), ane 


- Ge It appears necessary to olarify the ‘fact that although in 
oo paragraph No, 6f the leave ‘of absence granted for home 
leave shall be exclusive of the time actually and neces= 
sarily occupied in going to and from residences and time 
- awaiting transportation, that leave granted for the em- 
piloyees* convenience commences (anual leave and leave | 
occasioned by injury or illness) at the time of departure 
es from the assigned post of duty and will inolude all: 
.. @lapsed normal working time away fromthe post. It is. 
_ reoommended that a. : paregreph be os bale ee snbabenti sly 
as. followss » 


. a) "Be. Teaves of ebsence cost seine: of amual ee 

.. .) giek leave granted an employee for the return to the _ 
United States, or its territories:and possessions, for 
‘any purpose other than home leave os=effictul-business - 


will commence at the time of departure from the » assent ao 


post of duty and.will include all ‘the slapded norney 
working time away from the post," - 


2. In Senelusiens the ‘new 1 material that is being inserted ‘defines 


allowable leave, ‘such as 5 annual, cateed or. LWP and’ it would Sppeer ‘that 
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- Za - 
it’ should be placed within the administrative instruction among material of oe en 
similar classification, ies, maternity leave, military leave, ete. Pree. ee 
ferably it should be inserted after paragraph No. 12, "Absence for Registration Ais 
and Voting". For the same reason, it is suggested that the order of paragraph 
No. 8, "Maternity Leave" and paragraph No. 9, "Leave without Pay", be reverseds 
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ge - mnoRaND ON TOs. " Monagenent Officer et ee soe ADEs 2£ omy © 


FROM: 


SUBJECT: ; Draft of ‘adndial atvati ve. Instruction re Time, Leave, 
cote and reve 


Le “This “ef fice concurs. with the draft of ‘Administrative Instruction 
ae time, leave, and Pays | dated Bt March nae 


Bot | hee on ae Comments: 


~ STATINTL | 


-STATINTL. 
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, MEMORANDUM aC Management, Offi cer elt ae ey oh ~ DATE: 32 May 1250 


PROMS oe) Asibtant Directors Ost 
SUBJECT: Draft of Administrative Instruction | re. s Time, Teaves 
ee and neve 


oaks This office concurs with the ‘draft of Adnini strative Instruction 


e time, leave, end Pays” dated 31 March 1950. 


ee Comments: None 
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MEMORANDUM 10 Managenont Officer wee 2 DATE: 


“FROM: 


- subupore: rer Draft of Aaninisevative Instruction re Time, leave, 
vand Lave oa haw 


| pt as As This. ePPice: concurs with ae draft of Aenintstrative: Instruction 
o ene time, . lea AVE 5 ‘and Payy dated 31 March 1950. 


AEE hada he An io An 5 LL haa ROR ak ab fed ata i nt sek se 
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ne “Off ice Memorandum ‘+ UNITED STATES GOVERNMENT 


os Legal Start 


a SUBJECT: 
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+ Manag ement es e . — oe oe DATE: 23 May 1950 2 


‘Charging of Leave for Travel of Overseas, Employees. 


dick recent opinion of the Comptroller General as che: Agency, 


dated 16 March 1950, (No. B-93365) provided an. ‘interpretation of the 
effect on the continuity of “continuous service abroad" when overseas 

- employees took certain types of leave in ‘the United States. The : . 
i GHee one concerned an bale det who: : 


(a): ‘Returned te the United Seren: for purposes. of: official 
consultation and was granted an inter in persed of either annua 
or sick leave; 


(by Returned to. the United States at. Government expense on 
sick leave; : ; 


- 


(6) Returned. to the United. States for | a period of annual leave 


ae his. own expense to meet, z) persona! emer gency. 


ign While the opinion of the Centtrevicn: clarified the. effect on 
such: leave on the continuity of “continuous service abroad," it did 


-not touch the collateral que stion of. the assessment. of leave for travel | 
time - incident to the above situations. This is now under consideration . 


by the Foreign Service-in drafting. appropriate regulations, and. the. 


/ question has beon referred to this Agency for comment and possible ad= 
+ FLCC Since’ we are presently considering. an. amendment ‘to au ieeaio 


Instruction “Time , Leave and Pay," (Note. proposed Section 5, 


“Home Leave from Overseas Posts"). we wish. to cel your att ention to ‘this on 
- question with the following coments. : te ate 
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FOIABS 


Rae? ye 4, To our mind, the first case does not present a problem, cr | 
When an employee is returned to the United States for consultation  ——. ies 
under official orders, the travel is related to his duty, and the 
grant of & period of interim leave in the United States would not te 
require a forfeiture of leave for the transit pericd going from and 
to his overseas post. (Any travel within the United States related Ao. 
to his inter im leave would not be controlled by. P.L, 110, and would 
be subject. to standard leave practices otherwise applicable within a - he 
the United States. ) ae aoe a 

: : {* 


5. In situation (b), the ee 4s returned to the United States 
on sick leave at governmental expense. Since the assessment of sick : 
leave is not’ necessarily inimical to payment of travel and per dien  - 
expenses, there is no reason why sick leave could not be charged at , 
the ¢-te of departure rather than at the date of arrival. in the United 
State s- This, however, is for policy determination. 


6. The real problem with which we, are moupecaued is contained 
in situation (c) where. the employee returns at -per sonal expense. for 
a. personal purpose. Here the. iuiterest of the Government is clearly 
subordinate to that of the individual and there is no obligation on. 
open -. the part of the Government to present the emp Loyee with a gratuitous 
oe a grant of leave during the period of travel. Since the obligation to 
exclude travel time from leave applies only to home leave, there is 
no technical ob jection to charging leave for travel in this CASC. 


Sey Section of the Foreign Service, and we would appreciate being ~~. nee 
inforned of any policy determination in order that ‘we my advise him ~ nt Oe 
of the Agency approach. If you find it necessary, we can. arrange a 
conference with the Foreign Service. Mr. Hall-said it was his under ~ 
standing that ECA is considering travel ‘time without assessment of _ 
leave if the employee. aIe) elects, but the employee will then be re- 
‘quired. to begin a new accumulation of leave on return to poste. We 


ee ae a ae | a “YT have discussed this: ‘matter with ais Dayson Hall of the Per- | im . 
i 


FOIABS | 


Se This is supplenentary to- our previous nenorandun dated 6 fori 


1980;, ‘but it reinforces’ our. suggestion : ption | “of 
eae: ‘in, She" above. (cases. as "home" deav wht te! 


a ee 
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O. Conments: 


| eee co ~ Nonee 


Executive Officer. 
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DRAFT 


DATE: 6 6 Apri 1950 


FROM oe 30S Assistant Director for _ Special. operations | 
SUBJECT: : a ‘Draft of Admini strative Gastruction re Time, Leave, 


ees This. office coheurs with the draft ee: ‘Administrative Instruction 
e time, leave, and PaYs | dated ae March. rks 


FOR THE ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS: 


4 


a 
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MEMORANDUM.T0: Management Officer 


and Paye . 


Ts This” office concurs with’ cet draft - of Administrative Instruction 


CIA-RDP81-00728R000100010043-6. 


DRAFT. 


° 


re thine, . leave, and Pays dated ee March nels 


2, ‘Comments: 


None 


pars: APR 5 
FROM: = Ghdef, Inspection & Security Staff 


SUBJECT: = “Draft of Admini strative Instruction re ‘game, Leave, 
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MEMORANDUM TO: Management Officer 


SUBJECT: : praft of Administrative | Instruction re ‘Time, Leaves | 
. and Paye 


PROM: 


csottesctiedinenl 


ee “This office coneurs with the divert of Administrative Instruction 
e time, leave, and PAY» duted 31 March 1950. 


2, Comments: 


a cn eg tte a ate A amie mitt fee ASO a 
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° MEMORANDUM TOs Monagement Officer 
FROM: 
SUBJECT: Draft of Admini strative Instruction. re THO Leave, 
and me 

Le this of fice concurs with the draft of Administrative Instruction 
re times leave, and pay, dated ji March 1950. 

Ce Mat 
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diem can be paid under such circumstances, and that ‘the decision, 
-be reflected - in. 1 this Acministrative instructions : boi 
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74 ‘SECRET! 
| 12 April 1950 


MEMORANDUM: 


TO : Chief, Special Support Staff 
FROM: Deputy Chief, Finance Division ce 
SUBJ: Draft of Administrative Instruction re Time, Leave and Pay 


le At a draft ef an amendment to Administrative | 
Instruction which has been forwarded to us for comment. 


With the exception of Sub-Paragraphs D and F, we believe that the 


Instruction is quite clear and have no recommendations « 


2. With respect to Sub-Paragraph D, we assume that ‘this 
provision pertains to individuals employed abroad who currently | 
have to their credit some foreign duty with another government _ 
agency. If this is the case, we recommend that Sub-Paragraph D> 
be. changed to provide that an agreement be required at Hie ae 
of employment to serve two full years abroad with this! unless 
separated for reasons beyond his asnadud 


ES ae Sub-Paragraph F is similar ‘to Bremen’ se treannes of the 
Foreign Service Regulations with which we have experienced difficulty 
eon several occasions. Generally, this difficulty is in connection — 
with awaiting transportation after completion of Home Leave. 
Under the present regulations, an employee whose travel is interrupted 


prior to commencement of leave continues to receive per diem and is 


not charged with leave provided the first available ‘transportation is 


used. However, after taking leave, this situation is materially | 


changed. For instance, an employee who has completed Home Leave 

and who does not report to Headquarters thereafter for temporary duty) 
may find it necessary to wait for available transportation ata 
port. Under. such circumstances » it appears that leave is not | 
chargeable, however, it also appears that per diem is not payable 
since per diem normally would be paid for. required travel time Somes 


This is a controversial issue in almost every case, “therefore, we. 


recommend, before issuance of this Administrative. Instruction, a _ 
determination be made by the Legal Staff as to whether or not. per 
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i “y RSECRER 


te os Aes We have noted and agree with recommendation 
b 25X1A° that Sub-Paragraph A should specify 30 calendar days. Me 
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eT og . DRAPT. (HDM) | 
MEMORANDUM FoR: cnet, Special, Support state ff «3. March 1950 
“FROM: a ee Management Officer as oe aS te ve o\ 
SUBJECT: . Draft of Admini strative Instruction re ‘Tine, Leave, ‘i 
Pe a and Baye 


a "ahene. is saeproguces below’; a aratt’ of. a Varapesed ‘Adminis- ms 
trative’ pleas SonCGRIT RE time, peaee ene paye — | 


ip Canned er A CE A 


Ze Request ¢ that you forward aout. comments, or conourrence to. 
this eres eke 17 April Sous he ; es cats no 


nas pase arma dass ron sentd aenrrmnte tte a agra: 


ee nan eee 


“ADMINTSTRAPTVE INSTRUCTION — ee eG as apes ae 
NOs 0 2 vompuCOY eee of tone A Tee oo OS TATINTLE, 


SUBJECT: . Time, Leave, and Pay. 


_STATINTL 


; Administrative Instruction faeez] dated 22 April ie ig 
hereby amended. Paragraph number 2. is renumbered number 6, and subse- 
quene paragraphs. accordingly. 


Bera |Home. Leave from Overseas Posts 


oe een 


ee ee ee ee ee ee Horie leave will be granted. ¢ an employee after’ 

2 tt se! i, ae ewe years continuous oo ceancre service abroad or as _ 
soon thereafter as possible provided that he has accrued . 
‘to his credit at the time of such order annual leave - 


~ sufficient: to carry him in a pay status while in the 
United a for. at least 20. days. - 


ta Syd oe ; . aye Be alee whe following ieee of home leave ‘shall not | 
a : os Cone ed Une a break in: ‘continuous service abroad’: 


net ee ene ep tenet ‘or sick leave granted to'en 
oe --- employee while temporarily in the United States _ 
Page ae Tite eae for PUNPOSCE of 2 consultations 


(2) JA: Gcnioa of. adnlial deave. eranted | an 
employee to return to the United States st his 


own expense for the sole purpose. of meeting. a 
“personal - emergency. ; 


M(B) ‘period of sick. leave peedtod an. 
pap loves to return to the United States under 
sy Proper: eMUnor auton at, povertment etc eee 
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f S * ; ~ . ‘, t 
s } oo “’ ual : , | 
ia - 
"toy. However ,. the ‘types of home leave defined in ba : 
‘abova, shall not bo. counted as. service abroad. ‘Thus, the 
period of "continuous service abroad! must be. extended iG ? 
os Or nee .:. beyond the original two years for a ac Beei ee equal. to the 
| | amount of the above: ‘leave, aa, a é | . 
"a, In ‘the event the two’ full years service hae 7 i ast aoe 
not been. spent with the Agency, the employee will be . fas Bis 
required. to sign an, agreemént to complete two years a ca . 
ee es of service with the Agency, unless separated lo) SA re eae 2 
7 reasons beyond his. sQORET OTs: 
! ae : 
ae ee ee Mey! While on one leave the employee. shall not ae re ; 
| . a _ be available for work or duties except ‘in the Agency | 
| or for training or reorientation for work; and the timo a 4 
i _ . of such work or duty shall not be counted as leaves ie oe 
ison = Nf, Leave of absence granted for: homé leave shall”: ; 
7 be exomiaies of the time actually and necessarily sein 6 Stee - <e8 
occupied in going to or from residence in the United - ee 4 ei ee 
. oink States or its territories and possessions and such time Bee 4 
| as may be necessarily occupied in awaiting trensportatton. ee ne hha | 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ee 
. 
-STATINTL. | 
DISTRIBUTION: A. ee 
Boe ea i | ee aa 
ee ee ee eee STATINTL | 
CO eee ee ae eee ogi oe | ae. 
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“MEMORANDUM TO: Management Officer 
FROM: eee 

SUBJECT: | ‘Draft of Admini strata ve inetractien re Time, Leave, 
-_ and Paye 3 SE ae 


ol 


De: This. office concurs with 


oe leave, and Pays dated 31 March 1950. 


26 (Comments: 


the draft of ati tretive Instruction 


“STATINTL 
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Manage ent Officer 7 a - “DATES | 


MEMORANDUM 0: 


FROMs 


SUBJECT: “3 2. bo Administrative Instruction re Time, Leave,: 


a a Ee ie 


1. This office concurs with uke draft of Administrative Instruction 
e tins, fea s and pays dated 31 March 1950. . Pap 


| ae Pegaso ae coments: | Br oc We hit 
Bil b Gok (EEO 


nears a Re a : 5 
ena le ae PE NS i 


Seal tele 
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Lo fPANDARD FORM No, 64-5 3 a ah : er ys 
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EOS 3 Management: Officer . DATE: 6 April 1950 
FROM : Legal Staff a ee | 


SUBJECT: Draft of Administrative Instruction Re: Time, Leave, and Pay.. 


eS at 2 no DNS. The proposed changes in Administrative. Instruction are 
25X1A... dated. 22 April 1949, by the insertion. of paragraph 5, "Home leave. 
from Overseas Post,it have been reviewed and we wish to submit the 


following comments. 


FOIABS ’ 


ee ec cere eat AL TREND 


| 3e Under subparagraph (pb). the designation of the annual or - 
Sick leave indicated in subparagraphs. (1), (2) and (3) as "home! — 

leave, may be misleading, and we suggest the deletion of the word 
Be i - "home." The recent opinio 
Dat te errs pe ee eo this subject a@plied only -to employees on regular assignment . 
pee Wee s “abroad, and, in order to: eliminate: possible future ‘confusion, we 


as follows: 


a : a - : ee on "The following types of leave shall not constitute a break 
ae ee err in 'continuous service abroad! of an. employee regularly assigned 
es be -» to an overseas posts" Pe eee ee ae ore ee Das 


_ vised to read "personal expense." As revised, it may: suffer from the. 
_ monotony of repetition, but the word "own" might apply. to Government — - 
as well as personal expenses = Tae eR oe ee were 


fee ee - ee : ee i Se “Tn subparagraph (ec) our remarks above apply equally to the 
cabs meta ee. Bawomd: "home" in the first line, and we suggest its deletion. - 


n of the Comptroller General in regard ; 


suggest a revision in the introduction: to subparagraph (b) to read» - a 


ee In subparagraph (b) (2) we suggest that Nown expense" be re=- 


. - Office Memorandum © UNITED STATES GOVERNMENT 


weg OT No eee ton 
0728RO0D100010043-6 ' 


eee ee Nae 


a OTST SEE DATE 
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6. The condition of entitlement. to home leave is. two years! 
continuous Government service abroad, and we assume that subparagraph: 
(d) is drafted to cover the case of the employee who tacks his period 
of employment with another agency to that, with CIA in order to meet _ 
the two years! minimum requirement. The requirement that the employee 


Sign an agreement to complete two years of service with the Agency may 


possibly be misconstrued as an additional element of eligibility. We 


believe this would be clarified by use of the following wording: "In — 


the event that the two full years! ‘continuous Government service abroad! 
has not been spent with the Agency, prior to issuance of hone leave or- 


ders, the employee will be required to sign an agreement to couplete 
“two years of service with the Agency (unless separated for reasons be-- ; 
yond his control), provided that such requirement will not otherwise | 


postpone his entitlement to home leave." ay 


Sree Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 
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MEMORANDUM T0:. Managemont Officer | -—s—=—~—~S”S«éAT Es. Apr. 1980 


FROMp Deputy Assistant. Director, ‘ORE 


SUBJECT : eS Draft of Admini strative Instruction re Time, Leave, 
and Paye 


a 


: 
| 
1. This ofrt ice concurs with the draft of Administrative Instruction ay 
re » time, leave, and pay, dated 31 March ne. | ; A ee. | 
Po 3 . 4 

: 


2. Comments: Dheore 
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Off ce ¢ Memorandum « UNITED STATES GOVERNMENT eae ~ 
: TO. : “Managonort, Officer ee . ~< - 2 & pate: 12 April 1950 soe ss: | | = 
: FROM |: chief, Advisory Council. cay a ee 


sungecr: 1 Draft of Administrative Instruction re Mine, ’ ‘Leave ’ cand Pay. 


thts office concurs with ‘the: araft of Administrative Instruction Pe a 


re ‘time, ’ leave, ’ and pay, dated 31 March 1950. 


rae So. SSTATINTE.:| 


: | | 
: , Chief, Advisory Council _ er Cee 
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‘This has been coordinated with: 
yes ‘Admin Staff. 

— . Special Support Staff 
Office of Operations 
Office of Special Operations | ee ag 
, Office of Policy Coordination. 


ie 


le Administrative Staff and OPC concurred without oes PB 
comment. 


2. Special Support Staff concurred but raised a os 
question of madd adabane of the phrase "resident 
of the U.S.". | The Legal Staff advises that the 
wording of P, Le 110 makes it impossible to define 

the phrase. very closely. Special Support Staff has 

agreed to submit auesrecpette: cases to the Legal ouert 
for Spanien 7 ce, By 


3, Office of special Operations concurred with the 
-proviso that the Instruction not be applicable to toi 8 
ba Suk personnel, fo 


ig The attached off e of Operati ag, emorendum , dated 

April 14, 1950, Ts in rep y to a previous " of this” 

Instruction. The memo suggests that temporary duty 
srry aie aiatton Gride te 


peng 
_ gervdd at at Oo reporting 
Rew 0: Station pe combed as part ofthe 
‘Tone ae re coRetal oe neues Sree 
raft strecieted for concurrence seers a perce ae 
ito that effect. pcdkake sie ras yore ee 
BE Pres. entLed..does nat TERS gy Rs Rau ey ey he rae bas 
a verbal ‘Spintee GP" the Tee ieee setter re 


ennai ionneenn ong ae aaHNS 


eter tered eae rR RAEN 
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_BTANDARD FORM NO. 64 : i I eee a : ie : ae 45 \ 


- Ofc Memorandum » UNITED STATES GOVERNMENT 


“ro a oe Executive a : se . i Oe DATE: pa | 
FROM. “Legal: staff | | | 
; fel aX? 
o : ae 
SUBJECT: Revision of Adninistrative Instructiol | STATINTL. 
| wis Ss eae Z “STATINTL” 
ie Administrative Instruction] regarding leave See rie ). 
United States from overseas post, h eviewed by this offices. Dea a 
Le a8 we should like to make oe following comment se’ a 
5m. ; Oo Eb is Baped under ce veteach 8. A. that Hone leave will be le 3 
gers "granted only ‘after two years! continuous Agency service abroad! 
ne ~ (our emphasis). We do not know if this was intentional, but the aa FOIA . 
7 : effect is to deny employees recruited abroad from other Government , BS 
agencies the benefit of home leave credit for any service prior ; 
to their employment by this Agency. : ! 


ye It is noted in regard to paragraph 8, C, that the Act pro- ee 
vides for employees on home leave "in the continental eee Dees a as 
States" vather than simply those "on home. leave." Madge et eee 


~ FOIABS eo 
: STATINTL 


Ae rt ak abe ee SEALE ae RN 


“ie 


s 
es ciate Ee 


ee ne RAC nrs REACTED 


aber tiie ees 


“Attach: - aN 
2 Stencils | ~ 
"Background files 


81-00728R000100040043-6 
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yy March. 1950 


MEMORANDUM FOR: Chief, 3 Specials en Shaft. 
a - . ‘Ghief, Administrative Staff — 
Asst. Director for Cperations ak 
Asst. Director for Special Operations 
Asst. Director for: Policy Coordination _ 
Gerieral Counsel 
Management. Officer 
Budget Officer. 
Persomel Director 


RMT na SAAT aT NRE ARNO NC Rayna were nem Re so 
» 


: SUBJECT: Effect of Tony savary Duby or ange in the United States 
iy od? | During Periods of Foreign Service 


reer ete eer ne or ene: 


1. The dchistretien General has Phin: the ruling quoted belo 
‘on tho above: subject: | tach 


beet He) Com. Gene 750, refarved to wy yous ib was hela muting 
zroE the syllabus: 


} 
| me pa 'Section 22 of the se of Pabinadiry 2, ea: 6 Stat. 120,- 
yo ee authoriging the: Secretary ef State to oiler to the United. States 
ein 46 : on his statutory leave of absence, goat Government expense , any 
. Foreign 8 service officer or viee consml of carcer who. has performed . 
3 years or more of contimious service abroad, does not require that 
an officer remain at all times” physically present within the ser- 
vice abroad in order to meet. the. ‘continuous service! Fequirenent, 
and where an officer's tender ary return to the United States for 
“consultation purposes had direct connection with » or relation to, . 
his assigned post of duty abroad, it aid not. constitute a break — 


in his "continous euler adc within the eee ne of: the nee 
pecons : as eg : 


on is the view of this Ofnice that. in the uacise of express: ae 
legislative. intent. to the. contrary the term ‘continuous service . 
- abroad! ag used in. the Central. Inbelligence: Agency Aet. reasonably” 
cand properly may be. construed as requiring only contimious ein - < 
~~ ment-in the. Central: Intelligence Agency While under an assignment 
' abroad ‘and, as held in the. above. decision with respect to the 
Foreign Service, poriods of consultation service in the United — 
‘States under’ proper orders need ‘hot, be: considered ag constLltuting 
a. break. in the. contimuty: of service abroad and: may ‘be counted ag... 
part of the two’ years" continuous service, ‘However, having in: mind 
the: evident. intent of the law to relieve the hardship: of: prolonged, 
absences from’ the: United. States, > ‘2. appears reasonable to conclude: : 


Ca gna a ee IR 0-882. 


, : ink borloda: of anmal or. glek. 1 leave Spent 2 in ae United: A BtatesF : + % . 
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“whe they need not be held to constitute a break in the contdmut ity - > 
, |. Of service abroad~=should not be counted ag service abroad, Compare 2 
aes, 27 Comps Gane 720, Ha - : ons es ee 


ae a ee 


i. he the amount of leave ‘taken in the United States + + % # 
a would hot appear to be materlal. except, of course, that it should | _ 
not exceed the maximum amount of gick o anmal leave. which may be — | 
‘granted under the. applicable annual and sick leave regulations, ® on 4 


ae ee Appropriate changes in adwinistrative instructions will be cee 
_ issued in the near Pubure, fabs ac: Te? a oa 


| ‘STATINTL | | 


“ExecutLve, 


; 

§ 

i 

} 

{ 

5 

4 

- 4 

a 
Aho 

zl 

{ 

vt 

( 
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Rite Re % 
( AD, 
i ‘a mh a i . 


- Be93365 


COMPTROLLER GENERAL OF THE UNITED STATES. 
| WASHINGTON 28 


ca 


“ward 6 1950 


Pare nen ete pale mr er er ce 


Fa 
age gene Te ptateneten, 


Director a 

Central Intelligence Agoney 
ny dear Hey Director: | ; . 
i : | ne aces: | ‘Reference is nade to your letter of, February 235. 1950, 0.8513, 
| | requesting decision upon the questions therein stated, as. ‘Pollows: ee 


nl, when an employee regularly assigned to an overseas post teins 
perarily returne to. the United States for purposes of official consul ta- 
tion, does the grant of a period of either annual or siek leave. while 
in the United States break the siege i of nis ce oeeea ae service 
abroad'? 


U2, . Does the granting of a period of annual leave to permit ree 
turn to the United States at the personal expense of an employee regu-. 
larly assigned to.an overseas post, solely for the purpose of meeting = be 
a personal emergency, anterstpt the serge of. his ‘continuous . Peet 
phe abroae | | 


13. Ja the. event: an ciiphoyes aa) renuvied to the United States on aS 
sick. leave under proper authorization at Governnent. expense prior to a 
the expiration of two years! ‘continuous service abroad," ‘Goes it ine 
. oreet the. continuity of such service?” | 


e. Me te any or all of the these, quectians presented’ sbove ‘are ane 
“swered in the negative, . is the: amount, of leave: ‘taken subject + 40-8. 
ae maximum ‘tne Limitation? Ge 


ba age If questions 1, 2 and a 3, or-any of ‘them : are ‘answered. in aie 
: negative, ‘must the period of ‘continuous service. abroad? be extended — 
. beyond two years for a period equal. to the amount. of interim ‘Leave. 
oe aces before the: employee ds entitled to. home leave? 


= Ny : af 1 any case covered: by: the first three. quan sions, “deave is 

construed to constitute a break in: service, would it be. required to 

_. aged start anew two. year coker for home es n PEpOBDS aude return 
Ste: he: ftoreigh Peet ee 


No, 


abroad: in order to. meet the ‘continuous service! requirement, and. 
“where an officer's temporary return to the United States ‘for don- 
 sulitation’ purposes had direct connection with, or ‘relation to, his. 

assigned Poet of. duty abroad, it did not: constitute a: break-in: hie 

cal Yeontinuous, ‘Service abroad! within: the, Beaning of the: ection; : 


. a _ lesislative intent te the contrary ‘the term Heontinuous service, 
= abroad « a used in the central, Intelligence Agency hot reasonably 
S ana. properly may ‘be construed. as. requiring only continuous ‘employ 
| ment iin ‘the: Central ‘Intel Ligence Agency. while ‘under an assignnent 


38 abroad dandy as: held in ‘the above decision with ‘rospeot to the Foreign 
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393365 


You state that the foreg going ques tions are presented an order 


| to enable you to "prescribe proper. rogulat tions" under section 5 5(a) 


~(3)(A) of the central Intelligence Agency Ack. -@pproyed June 20, xh, a 


Public Law 110, reading as follows: 


"(a) Under such pe yultations. as the Director may prescribes the 
Agency #* % 4% ghalle= 


| Norden. to the United 2 States Ox tts. Territories and possessions 
on Leave provided for.in 5 5 Ue Se C. 30, 30a, 30b, or as ‘such sections — 


may hereafter be amended, ‘every * sfticer and employee of the agency who 
| Waa a resident of the. United States or its Territories. and possessions » 


at tine of empl. oynenty, upon completion of tro years! ‘continuous service — 
abroad, or as soon as possible thereafter: Provided, That such officer © 
er euployes has. accrued to his credit at the tine of such order, annual, 
‘Leave sulficient to carry him in a pay atatus while in the und 

States for: at least a thirtyeday periods 


ary » comps Gens, TOs | referred to by you i it was eld suoting 


| on the (‘Syllabust 


. ‘Wgection 22 of the act of See 235 L931, re State. 2210, ate os 
thorizing the Secretary of Gtate to order to the United Stetes on ‘ 


Ads: statutory, leave of absence, at Government. - ‘expense, any Foreign : 
Service officer or vice consul. of careor who: has performed 3. years | ae 


or more of ‘continuous service abroad, does not require that an of = 
ficer reuain at all times physically present within the. service. 


ope ds ‘the view of. this afSice ‘that, in the absence of express 


0 BI336S 


| Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 


Service, periods of consul tation service in the United States under . 
proper orders need not be considered as. constituting a break in the 


continul ty of ‘service abroad and nny be counted as part of. the two 


years! continuous service, However, having in mind the evident intent 


of the law to relieve the hardship of prolonged absences from the | 
‘United States, i appears reasonable to conclude that. periods of 
annual or sick leave spent in the United States( ‘under | tis stated 
‘circumstences)—while they need oat be held to constitute a break in 
the continuity of service abroad-~—should not be counted as service 


abroad, Compare 27 Compe Gen, 720. (accortinely, questions Ly 2 


- and 3 properly nay be answered in the negative, and question 5 es the 


_affimative, which answers render unnecessary any consideration of 


“question 6.) ort ba | 
onl 
‘(itn respect to question 4 1) he ‘aniount of leave faken in the 
7 
United States (ander conditions specified in questiots i; ey _and 3)° 


“would not ape to. be material excent, o. course, ‘that it. should 


not exceed the m= ximun amount. ‘of sick or. annual leave which may ‘be 


"granted under the ayglicable annual and sick leave regulations. a 


Sincerely yours, 


Acting Gouiptrotier | General. 
‘of the Univer. States: 


STATINTL 
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: wa : se a 
: ts a e ) | ; } i 
CONFIDENTIAL 7 ss 
..  Soordination Page ise 
a eee. oe : | - DRAP 
‘ . , MEMORANDUM 10: Managonont Officer ea gee 4 Seon e 
oO ces =2! 7 a. : “ ead i at 
PROG gate 2g ey ode oy eee : aie i 
, SUBJECTs = Draft of Admini Red the Sieg ee _ - 
: i “ania Bigs f ei pear vee ton = Tine, Leave, ee. eae 
le This office ae with the tr of Kar & tee 
' A .,, a > draft of Adninistrats : silsl Pi 
EOEMUGs loavo, and pay, dated 11 May 1950. dninistrative Instruction if 
oe Comontess . | 


Balti AAs Uap 
RETR AN to 


SyafOacee ONvelOW ” 


Dba 
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| BEXAR ok 


“ POIABS of, 
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-CORFIDENTML 


19 May 1950 


MEMORANDUM 
T0: Chief, Special Support Staff 
FROM: Finance Division ‘ a er ee a ee 


‘SUBJ: Dreft of Amendnent to ar[_+|s— 


1. The Finance Division coneurs with the attached draft of amend= 
ment to subject to our interpretation to paragraph 8a, This . 
paragraph states that home leave will be granted to an employee who was 


a resident of the United States or its territories or possessions at the 
time of employment. Our interpretation of this statement is that an in-. 


dividual may be considered a resident of the United States although for 
work or for pleasure he may be temporarily. residing in a foreign country. 
lek is correct, the only remaining question is that. of determining ._ 
when a United States citizen actually living abroad is not a resident of 

the! United States, It is our opinion that any United States citizen who 

by actions or statements intends to return to the United States after. 


completion of a particular job or a pleasure tour remains for the purpose 


of home leave a resident of the United States. It is also our opinion 
that a United States citizen who by statements or actions apparently ine 


_ tends to remain abroad indefinitely regardless of possible employment _ 


with the United States Government is not within the meaning of paragraph — 
8a a resident of the United States, If this latter Opinion is correct, — 


it is assumed that this Agency does not intend to grant home leave to 


United States citizen employees engaged abroad who have lived abroad for 


-& considerable amount of: time and who apparently intends to continue to 


2, It is requested that. a determination be made as tothe accuracy 


_ to the above statements before issuance of this anendment to[ | since 
it is believed we now may have some employees ‘serving abroad who would 
not be eligible for home leave, BOR ge ear es 
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- 
mae 


“Goordination Page. Sf ee oe * Sok & Guha, Bee DRAFT 


“MEMORANDUM TO: Management Officer ie DATE: 1); sprit 19 i 


FROM: _Assistant Director for operations 


: SUBJECT: Draft of Admini stretive Instruction re Time, Leave, 


and Paye. 


oo. L, This. office concurs. with the draft. of Administrative Thebeus tion: 
“re time, leave, and pay, dated 31 March 1950., subject to the following | 


= 2 en 7 


a. Ibis sieeested. that Paragraph 5 a be amended ee prescribe 


‘that travel of the employee shall not be started prior to completion 
of two years continuous government abroad. When an employee is at 
an outlying station if the order cannot. 
be issued in’ Washing On prior to his completion of two years con=. 
tinuous overseas service, obviously his departure must be delayed 
until he has actually received the order which will be some time 
after the completion. of two years continuous. overseas aes 
this connection it might also be clarified as to just when an 
employeets overseas service starts. In the past we have had enploy> 
ees who spent a few days or even.a few weeks on temporary duty at 
-one station prior to reporting for permanent duty at another. To 
date it has been ruled that the temporary duty period spent abroad 
does not count as overseas service. Obviously it is, and it: is. 
strongly believed that - it should be so counted. saa 


STATINTL 


STATINTL | 
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co | 

ra he ey ces : 7 

an’ . * . . | : 

a ae ; ae —? .. CONFIDENTIAL 
= PECULIAR RES gee et : i DRAF 


1G a 


ae - ee NORAD 705 Unnagorient officer » 2 ae DATE, 26 ay. 1950 ae aa a 
PROM: oS “Assistant Director for: Operations 


SUBJECTS . : ‘Draft of Adtinistrative Ins truction re Tino, Loavo, 
io and Pays: |; ba at we Mate 


ee oe ae ae i. This office coheurs with ne draft of Adninistrative Instruction 
re tino, sleeve sand pays datod 11 Poy. 19506: 


Be: Cxmontss oi NONE 


CONCUR: 
George G, Carey. 


Me ee as we BEBOOUUPOS, 868 tor, 


“CONFIDE ITAL 
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, CONPIDENTIAL: =f) re 
r mcf ee es 7) ’ i 
— Coordination Pago DRAFT J 

)°  TEMORANDUN TOs Managoniont Officer _ 2 DATE: 22 May 1950 _ 


or FROM: | At Assistant Director for Special Operations ao | 
Eos ree ae : Se a ee ie ee ag? 7 fe 
aw) SUBJECTS: Draft of Aduinistrative Instruction re Tine, Love, 


and Paye - 


la. This offico cohours with the draft of Administrative Instruction 
re tine, loavo, and pay, datod 11 May 1950, with the understanding that it. 


-.. doesnot oe aaa to any type of agent personnel, 


Assistan ne or 
pecial Operdtions 


f 


 GOMPINENTIAL 9 
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on 
i er 
CONFI DANTIAL 
“Coordination Pago: ee se 7 eS a %:, fogs Rane 
TEMORANDU! TOs Managoront ‘Officor ts a May 1950 
yRo: —t«é«CSne, gtarf IIT, OPC ae Se 
SUBJECT: ‘Draft of adntstratave Instruction re Tino y. Loave, 
: _ and Pay ; 2 Uy ; 


1. This office cohours Lt the draft of kdninistrotive Instruction 


re tine, loavo, and Nays datiod ll May 1950.. ok 


Be a ecad: 


Signature... 
acta: Staff II, orc 


- com: r IMENTAL ae 


ene rere pit = 


See OT 
Fag ea a 


Sea a Ta 


eee 


pon 


ss 


ao a 
a ‘ 
toad : 
rm : a 
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‘ 
’ 
. pe ice FORM No, 64 ‘ ) 


re Vee 
7 TO. 


“FROM | 


aot 


SUBJECT: 


7 nothing in the Act or the Foreign Service Regulations on which any | 


Office Memorandum * UNITED 


t Monagenent Officer 


se 
yr 


an 


: Legal. Staff. 
Administrative Instruction “(I (Proposed Additdon of . Paragraph 


8. ay 


In « Pevand to the legality. of ine! proposed addition). there is 


objection can be based. The essential element inherent here is 
"eontinuous service abroad," and no distinction is made between 


temporary duty and duty at the official permanent station. As long 


as the other factors are present, there is no reason why time spent 
at an authorized temporary duty station prior to. reporting to a 

permanent duty station should not be 
for. purposes of home leave. 


1728R000100010043-6 


credited toward service abroad. 


STATINTL 


“STATINTL 


_STATINTL... 


STATINTL: 


trae cena arts mC temaemamsam er ree tran: te mah ane nS RSA NY mca tate tm a an en a BN eo 
£ ole eee wie iter ee se SS = ° oe 


Ria pone pee ec 
Soong Sasihat ee TES f pee ae ee 
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ee { ae. | bod: - en Z AUGUST 1950 
oe CuTRAL INTELLIGENCE AGENCY 
= Washington, De 0. . - 
ADINISTRATIVE INSTRUCTION | | 30-Fune-3950- oT ATINTL | 
SUBJLCE: ‘Time, Leave and Pay: ST ATINTL! 
Administrative Instruction al dated @@-Aprs3-39h9, is hereby 
émended. Paragraph Number 8 is renumbered number 9, and subsequent - ot ee 
paragraphs accordingly: = a. | : i“? % | 
8, Leave in the United States from Overseas Posts 
"a, Bligibility for Hone Leave 
: Home leave will be granted an employee who was a 
Resident of the United States, or its Territories and j 
possessions, at the time of employment by the govern= j 
mont, after two years! continuous service abroad, or as 
soon thereafter as possible, provided that he has ac- ‘e 
erued to his eredit at the time of such order amual, i 
leave sufficient to carry: him in a pay Status while in_ 
the United States for at least 30 calendar days» \ 


"bd. Exemption of Necessary Travel Time‘ on Home Leave 


Leave of absence granted for home leave shall be cx= 
elusive of the time actually and necessarily occupicd in” 
- going to or from residence in the United States » or its 
Territories and possessions, and such tine as may be. 
necessarily occupied in awaiting transportatione 


~ "ge Noneavailability for Work 


¢ + 


‘While on home leave in the Continental United States, 
the employee shall not be aveileble for work or duties: _ 
except in the Agoncy, or for training or reorientation for. - 
work, or for military leave when authorized, and the time  _ 
for such work or duty or military Leave shall not be counted 
as Leaves a ae | s te 


"d.. Two Years! Continuous. Service Abroad 


a n(1) Two years! continous. service abroad shall 
“begin upon officially. reporting for duty at his: permanent 


prior to ré 


-. towards — 
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"(@) ‘Tho Soulionine types. of Leave. shall not constitute. 
a bre ok in continuous service abro ads 


Xe 


Na) Annual. or sick leave. Pike an employee while 
a a : euncrarti>. in the United Sta tes for purposes of offieda iL 
’ fe ie me | consultctions ae e oe . 


" (b) A period of Sanat Leave pranted an omployee 
to return to the United States, or its Territories and _ 
“possessions; at his’ porsonal expense for the sole purpose 
of meeting a. ‘pers onal oner gency. 


ry 
| 
i 
| 
4 
7 | | 

" (c) Ay period of sick’ Loave uauteas an 1 employee ss | 

retin to the United States, or its Territorics and s 

possessions, under proper cuthordzation at govermne mt ee 
expe NSCe ns ; . yy 

| 

i 

4 


"(3) AL though’ the types of Leave sob forth undor a(3) (a), 
(b), and (c), above, do not constitute a break in 'cotttinuous 
service abroad. they. do nob count as tservice abroad,! Thus, 
the period. of: loontinnous service abroad!. must be extended 
“beyond the original tito years for a period equal to. the amount 
of such loavee : 


"Ge, Non-oxe mpta on of Tra ie Time | 


Annual. or. sick leave grentod under the circumstances sot... | 

Ce oo ‘forth in d(B)(b) and (c), above, shell bo caleulLated from the toed j 
zeae, of _ tine of departure from the assigned post of duty ond will in- eee 
7 ; : clude all the elapsed - normal wong: tine ay £ron the postal! cc 


ee a eae ee naw oa aes a Re i caine cya a ees ek 
Ces ates oe rs tne a Rear Admiral, USN | 7s Tae 
he pe | es. a re Se eine a Director oa Central. intelli gone 


“Ist! LIBUTION solace 
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suave" = RESTRICTED. . 
| hn Memoranda UNITED cae GOVERNMENT 


Executive -— af, 
Ts, e THRU: General Counsel gta” AEE haa / DATE: 9 Novenber ash 


SG 
FROM : Budget Officer. ue | - 
STATINTL | fore ‘SU;DIECT: Proposed Amendment to Administrative Instruction =» 
Sane aa ae 1. The Attached ieepoued aiiefament to paragraph 16f of 


Administrative Instruction[ is returned without the con- 
currence of this office for the reason that current advice has 
been received from officials of the General Accounting Office > 
indicating. that it is their opinion that the Classification. Act | 
of 1949. did not remove the previous Limitation of $10,330 per 
annum with respect to additional compensation (including overtime.) 
which an employee could receive, Consequently, the existing pro-. 
_ vision limiting the rate of compensation which can be mecesyed 
snoul remain in effect. 


: 2. Representatives of the Keoounts systenis Division and the | 
Legal Staff of the General. Accounting Office have. informally - 
advised that the provision of Section 603(b) of the Pay Act of 
1945, as amended by the Pay Act of 198, with respect to the limi- 
tation of $10,430 per annum was not repealed by the Classification | 
Le te Act of 1949 and that the latter Pay Act in effect. only repealed _ 
me _ that portion of Section 603(b) of the Pay. Act of 1945, as amended, | 
- with respect to base compensation in the upper grades which provides — 
for base pay rates at $10, 330 or more per annum. Reference was made 
by the GAO representatives to the Legislative History of the original 
House and Senate Bills pertaining to the 1949 Classification Act 
which provided for limitations on additional compensation at rates 
below the top of the upper grades and although the bill was finally 
passed without any specific indication of a limitation, she ne 
limit must still apply. 


Be ‘Until. or unless’ the Generel ‘Accounting Office formally ex~ 
hea presses an opinion which indicates. that the $11,000 or other higher © 
eh ee ae ceiling may apply, the pertinent limitation set forth in Administra— - 
STATINTL, | tive tnstruction| should be adhered to with respect to overtime 

oa hey work including overtime . Denon for compensa co 


eee | .. °. or night differen 
etal Pg tory leave a tas 


 STATINTL. 


oe fier Me. So os TR RY SAUNDERS. © 


Attachment = 
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24 ee 


SUBJECT: Time, Leave and Pay 


RESCISSIONS: ae Administrative Instruction ene 24 June 
. 1948, subjects ‘Time, Teexs and Pay. 


1948, subjects Absence for Re 


ing Hours )« 


le. Official Working Hours 
, the normal. official working hours for ‘all. activities of the 


xn) “Agency are from 0830 to 1700, Monday through Fridays For any tour 
Ce ae of. duty in excess of four (4) hour a, normal or otherwise, a thirty 
minute lunch eepted will be established. 


be The hours of duty shown on standard Form Nos 1130, Time and. 


: aa 
eos Nee 
e normal official working hours, 0830 - 1700". 6 


ue cee, Ne 2 Definitions & bes fame Aufoe bare 
-STATINTL | | ag —_—_ 


Re or for the. duration of the job (covering an indefinite period) and 


dy employed for a period of not less. than one month as distinguished 


OS oh ae ree ae e i, 728/49 sraTNTL, 
> ADMINISTRATIVE INSTRU Vee ee 
os Be deat Be Ge 


be Administrative Thateucticn Noe Td dated 4 August 
. gistration and Voting «. 


Ce Administrative tistruction No dated 17 Noven= | 
‘per 1948, subjects Legal nol | a? . STATINTE. 
de Administrative Instruction ros] fated 28 Janu= 4 

_ ary 1949, subject: Time, Leav (Official Work- 


@. Administrative Instruction Meats 15 February | : 
= 1949, subject: Annual Leave ime ave and Pay). i: 


Avtondence Report, must be shown in terms of Standard ‘rather than oa ta 


oo oh a “Light Saving Time for ‘employees whose ‘tours of “duty are other than the ce 


ry Permanent enployees, are ‘those eppointed without Limitation as 
te Length of servioe, or for definite periods in excess of one e your, 


yf V those who, al though paid only wher actually onpliyed, are ‘continous 


from part-time, or intermittent. st onployoots [ative and foreign natione) 


Stiinteentnnraite abn’? Fp ban a! I ome 


Ce 


4 


STATINTL 
STATINTL 
STATINTL 


i 


STATI NTL 


ie eevee " as cote pase mnesauaiovsmnaae ° . ou . : 
ors mee oN Die ee eae = eB wie te . 


J piictonas eeaehac re: 


bane enters et eee 


. Rae 


ite eo pe eee ee 
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| employees overseas are considered as permanent employees for leave 
‘purposes only. | . eae | 2 ode 
de Temporary employees are those appointed for definite periods 
of time not to exceed one yeare oo . Seg: he a . aa 
Se Annual Leave 
; of +4 

Be Permanent: euployees are entitled to 26 working dng days annual se Son a 


leave with Pay, for each calendar year of Government service. One day 


of annual leave per bi-weekly pay period is eared by a permanent em- 


"ployee and credited to his peceeny at the end of each pay period. The 


minimum credit of. cea eave is one hour and padi esonat credits ‘are 


in multiples thereof. Permanent employees who auter Dior separate 
fron duty on other than the first or last work day of the bi-weekly pay 
“period : accrue leave iW accordance with the ‘following schedules 


“BASIC. WORK DAYS HOURS CREDIT 


de ‘Temporary employees earn two and one-half days annual leave for 


each continuous full month of service. 


However, no annual leave accrues 
pF OR: a. fractional service monthe ms a 
c. Not more than 60 days secumlated anual leave may be carried 
forward into a new calendar year. , . | 
| a An employee, however, who bad on aly 2, 1947, over 60 days 
“ans leare: to his credit may carry over his Leave valance as of that” 
date up toa mescimum of 90 days, provided he has consistently maintained 


such balance on the firet ‘of. enoh year after 1947. 


ngs, 
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The minimum charge for annusl leave is one hour, and additional 
ad leave uit be charged in multiples. of one hour e 
7 fe pyare supervisor responsible for. approving leave will assure. - _— 


thet. employees are. afforded 2 an[ opportunity | to avail themselves _ “ILLEGIB 


of earned aisscaraier leave. 


Se Annual leave programs will be planned in advance and scheduled 
so as not to ampete thieef ficiency of operations. Bnployees scheduled 
for leave during periods not desired by them may elect to refuge suoh - 


eave poetoces but refusal may result: in forfeiture os that ‘annual leave 


ide tind CLE Atte element ese de oe ne A 


which ig in excess of the maximum | ‘that can be carried forward into the 
succeeding years 


ae ‘Advanced Annual Leave . 


ue Permanent employees who have ‘Sead in. ‘the Federal service for. ‘oust ae od 
. year or more may, in case of emergency. be granted advanced ‘annual leave 


equal bia ‘that which will ‘accrue during une remainder of the current 


calendar year, with the understanding that if it is not earned during 


the slender year they shall make a refund for such leave. 


be Application. for advanced enmual Leave will ‘be gubmitted to ‘the: 
appropriate supervisor for review and recommendation, and forwarded to 
the: Personnel oftioer, or: hia designee, for approvals | | | 
ee Temporary employees will not be advanced | annus leaves 
Be Sick Leave | 


ca Permanent enployees acorue sick “Lesve at the rate of one and 


“one-fourth days per month, or: a | total of 15 days a years The minim 


_ oredit for sick leave is one hours oo ee 


*f 


one-fourth days for each full month of service. | 


totals not more than 90 days. Sick leave is available to permanent 


Aasting five days or "more, may be advanced sick leave not to exceed ae 


dayse Such an ‘advance is charged against sick leave. which will be. 
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% 


de. Temporary: employees accrue sick Leave at the rate of one and 


Ge Sick leave may: be mocumuteved and carried forward until it 


“omployees at the beginning of the month in which it accrues, and ‘to 
‘temporary employees only after it has been sarheds: 
de The minimum charge for sick leave is one oo and additional 
leave will be charged in multipies of. one neues 
(1) Sick Leave will be granted to employesss 
| (a) When they as Ancapacitated for the performance of 
their duties By sickness, injury or ‘Pregnancy and conf inenent. 
_ (b) For medical, dental, optiods examination or treate 
bales when leave is approved in advance by the supervisor. 
(o). When a member of the imuediate family of the en= 
ployee is afflicted with a contagious disease and requires the... oo. 
care and attendance of the employee. 


(a) ‘When, through exposure to contagious disease, the | a pe 


presence of the onployee at. his post of oo would jeopardize Perat ae me 


‘the health of others. 


(0) ‘Sick leave must te supported by a medical certificate. 


ok other evidence adninistratively acceptable Aft the ‘absence 


is for more ‘than three working dayse 


" kavanced Siok Leave, 


cL Pornanent onployaes, in caso of derlous, disability. or ailment : 


a2 
aes 


PEST STES 


Be Maternity Leave, oe 
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earned in the future. No advance sick leave will be granted to temporary — 


onployoos. 


re Qeiges : 
Bes Wher Ba eurlevee applies. £01) more: sick leave than he has accumu- 


plas ARG bach | be, Cabal 


lated Or) tte may. properly- (fa avanced, the excess leave mee be charged 


ot 
acataye ‘scofued\annual leave (or to leave without Pay» : 


Ce An employee: when terminating from service must, except in cases 
\ 


of separation caused by death, pet iieione for disability, disability, or. 


reduction ‘in force, refund the anount paid him for the. unliquidated por= 


tion of the advanced leave. 


de Applications for advanced sick leave must be accompanied by a 
gor veetoate from the attending physician certifying the nature of the 


illness and the estimated date that uae ‘employee will be able to return 


: t6 duty. osiiontvans will “e ‘Brocesaes in the same manner. as those ter 
| advanced annual leaves 


7. Substitution of Sick for Annual Leave — 


When sickness ccours within a period of annual ‘leave and. lasts five 7 


. or more consecutive workdays, sick leave. may be granted to cover the _ 
Poriod of illness, ae which ovent the dedustions eeeine’ annual leave 7 
| | for this period will, Pe converted. Application for such substitution 
“mst be made within two workdays after return to duty and must be sup= 
"ported by. a , medical certificate, or other: evidence administratively 


acceptable. 


i. ele 


Written applications for. maternity leave, ‘accompanied by a 


doctor! 3 cortificate, my, be > approved by the Personnel officer, or his 


e 7 : designes, ee 
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Tiainhie 
< 
Meee. 


hin 


Sha 
’ 


Basen 


e 


tre 


Ba Skee, Cae 
se nSieacs Meee es 
~ 


“Be: Normally natornity leave will noe exceed six months including: 


Terre 


: tae - a * (t); Accumulated sick leave | “3 o - . poate mo ! 


ce: a” aie (2) Accumulated annual leave. 


(3) Leave without pay 
‘The Personnel Officer, or his designee, may approve additional 
natornity leave upon receipt of written advice from the attending physi- — 


ofan certifying to the necessity for tho leave. 


de Immediately prior to the effective date of maternity leave, 
the office to which the. -employse is assigned shall: eubmit Porm Noe 
37=3, Personnel Action Reqhests The employee shall enecite Form Noe 
34-30, Final Payment. Clearance Sheet. 


9. Leave Without Pay 
‘Be (1). Leave weehout pay not exceeding 15 5 working 3 ding days may be 


Pane, 


On MOS AL ee Nim ie AT AE tele A Re Ser lt oe Sinn een ee dette a a 


granted to ain voude at the discretion of Staff Ghiste, Assistant 


AT ee . oo | Directors, es or Chiefs oe ‘Missions 4 as 


7 oversease 


i: 
{ 
i; 
j 
. 
a; 
chee 
j 


ae re he ae 2 (@) ‘Leave without pay in- excess of 15 workiays » must have ‘the 


additional approval of the Pe: -sonael officer, or his designees 


| 
be: Leave without Pay wilh not be authorized initially for any poe a . 
“period in excess of 12 months. | : aes see oe 
Form: Noe 37-3 will be initieted oe officds when LAOP for 60. 
or more calendar days is recommended for approval. Standard Form Nos 
80, Notification of Personnel, Action, will be issued mhon such Leave 
= or. an ‘extension of renewal thereof ds approved. 


rr ‘Buployees who are granted. an extended period of HOP ill, 


prior to" the beginning of such lonve, execute Form Woo H-30. 
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or OSS Militar ery Leave ba eS ee aa, - oot ee er a 
' im a ee Pate a 
= oe Be Ma TEEary. leave for a aiine purposes on ; nee to eeeeeat 15 | - ae es | 


calendar aan in any one year, will be granted with pay without charge | 


n 


to. annual: leave to members of reserve ‘components, of the ‘Armed Services 


oe the thited States, ‘Saturdays and Sundays will ‘be included in the wb 


calendar days leave ee only when such leave inelndes tee preceding 


Friday and the following Monday. 


oe “Members of the National Guard of the District of Colbie will 


‘be granted military leave with | pay without charge ‘to annual leave on all 


days of service to which they: are ordered by competent authority. 
Ce popes for. military leave. will be processed in the same oS 6 ie 
“manner as applications. for advanced annual leave, ip deo 2yF we at se Je 
eee Ms oa Court Leave | | | | | os te e| 
Be A permanent: employee who attends court as a witness on behalf of 

te United States or the Government of ‘the District of Columbia, or for 


jury duty, in a. State, District of. Columbia, or ‘Federal Court» ‘is entitled 


to his roguler pay while absent from duty, and no: charge tor leave is nade, io vos 


ee [ : Evidence of attendance at court and evidence of receipt or non-receipt of 
(olan = required. Applications for. court leave will be processed in the 
“sane manner « as applications for advanced annual ‘leave, | . oes 
3 be ‘nna leave or THOP will be granted when an employee § is absent oo 
on duty. because of private Litigation, ee ie ae | : ue 
ed ‘Employees may be granted « court, “leave: ag ‘the value of his oe 


arises fzom 
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i hag official capacity, snd he-te-onttm-upon-sotely-Deanusenofeendoto 
<a> a4 | toatiy.dn.dintcapacity. 


: de | Temporary, part-time or twhon actually employed" personnel are 
. not entitled to court. or. jury auty leave. of absence with paye 
- Buployees: who serve as witnesses or ‘jurors aaa are granted soe 
e official ‘leave will surrender to the Budget Officer fees received from 


gourts for days on which the employes normally would have worked. Federal 


‘employees called for _ jury duty in the District of Columbia are not Bake 


usual jury feos. go aiere 
fe An eapleyse who appears in any court exsnciks: pee 


ky 
defoadenrt—or—juror must report to ‘the Chief, Tnspeotion and security, for 


briefing on seourity regulations prior to ‘date of his appearance in. courts 


12. Absence for. Registration and Voting : ae ba Hn, ee “ak ens | 


Insofar as. may be practicable without | interfering seriously with e i 


production, onployees -who desire to vote at conmmities where oeey main- 


| tain voting residence, except ieee voting by: absentee ballot ‘is: permitted, : 


will be excused for: that purpose, without charge to Leave, for a reasonable : 


- dictions which require registration in. person will be excused for that. 


SS | : time on all election days. Further, ‘employees who will be voting in juris- . 


purpose, without charge ‘to leave, for a | reasonable time during the registra a 


tion periods specified by the jurisdiotion in which they will votes “such: c a 


“authorized absence should not exceed the tine actually required to vote, o ; 


| oe register, as the case. may bes and in no: ) event. should it exceed, one» 


working: aay for each ‘election or ‘rogistration period. 


be. In these cases” when an | employee requests additional leave for vote oe 


; o ing or registration whioh will require longer ‘than one. day in order to ens oN 


‘ able him to. go to. his Leged residence to vote. or register, permission mill i 


: ee be granted whenever practicable and: the » period of absence in excess of one. o3 - 
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f 


ay will be charged to annual leave Ory if: anual ‘toeye is exhausted, to: 


leave without pays 
13% Unauthorized Absence 
An employes detained by causes : beyond his control and. unable to report 
for duty at the opening hour, should notify his supervisor | as soon as possible 
‘on the first day of absence, Absence. from duty for any cause, without prior — 
permission, mast be pie ghee aes h explained; otherwise. leave wild be charged 
as AWOL and the employee will be Sunder to disoiplinary action, - 
Ua ‘Employees not Eligible for. Leave 

Employees do not earn leave it’ ‘appointed: 

a. For service Limited to portions of each workday, week or month, 

b, For service under repeated appointments or euploymentts for. periods - 
of short duration, none of which extends for a full month. | | 

Ce For service on a per hour or per diem basis where employment is “not 
on a regular and continbus basis. | | | | 
a6 eave Balances 

Teave balances should be requesied from the rae Officer only when it 
4s ebsoltety necessary ‘that, an employee know his eave balances because Ce 
oe anticipated vacation or. a prolonged absence due to. illness or some other ae 
special » reason, and ‘he is not certain whether sufficient leave is available a 
| ioe cover the absence. Such ‘requests will be submitted in. “wrtting and forvarded 
Le ating eppropriate ‘time and Attendance Clerks. - Leave balances will be furnished 
te pomp loyess once. a oun | Ae sg 
16. Q ort e and Con pension Leave | 


oe ‘Election “by ‘the ‘employee to take leave in Tew of overtime compensa~ 


tion ‘(compensatory leave) shall, be subject to ‘the restrictions governing overtine 2 | 


end the provisions’ of this section, 
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be _ Overtame ‘shall be rept ¢ to an chaotite minimum throughout tiie Agency 


with emphasis being placed upon the Pulp -peaduative utilization of the normal o 


official working hours of each employee, 

ee Overtime work will not be requested | or - authorized except in those is oe 4 

ae essential to meet onergency requirenents not possible to meet by full | 

utilization of employee's normal wortang hours. Assistant Directors and 7 ieee 

Staff Chiefs are Ghereed: with the personal responsibility for control. and 4 : 4 

‘continued examinstion of overtime requirements: to insure. ane effective applica | 

tion of this policy. 

#4, WWhin the, continental Tanits ef-ihe Uniiéa Suaveds 20° Ge — 

;  Batendive, hus clegeuty, Whe de a 

(2) Approval of the,Budget. Officer, or. hie Seoithegs mat te 

obtained prior ordering compensatory: time | or overtime, A request 

a “wil be submitted on Form No. 32-3, Request for Approval of Overtime, - Paoli ae 
yo. in 1 accordance with instructions issued by : ‘the Budget Officer. Forms. se 

“should be submitted sufficiently in ‘advance to insure yeceine of approval . 

prior to the beginning of the period covered by bie request. | 


(2) Form No, 32-3, approved by the Budget. Officer or nisGeeienes). 


sien f)s Sebi DEagig TS ie a PaR  E SULA LCA e 


seems ech 


will be transmitted to the paying off ice no later than the close of the 


‘pay period in 1 which work is performed, 
Outside the continental limits of the United States, cveretne must | 


be approved by. Chiefs of Missions i their deputies. “They must, 


however, have evidence ‘that sufficient funds are available ie payment. before 


| iN 
ot authorizing overtine. Native and foreign national employees outside the con 
= tinental limits of the United States who are. paid in accordance with local 


prevailing wage: ‘rates are “not entitled to overtine ) pay unless required by ocal 


x “customs 


8 hours. Compensatory Jeave cannot be granted in Lieu of. holiday. pay. 
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1 
1 , 


ie one officer or employee shall be paid, with respect to any. pay period, 


conpensstiion at.arate in excess of {10,220 ner anmun. 


Accordingly, conpense~ 


tory leave cannot be granted in those instances where an employee is not 


entitled to. overtime compensation. 


Be Administrets ve controls governing compensatory leave: will be established — 
oy each Assistant Director and Staff. Chief based on policies stated below: 
Dt must be taken within the two pay periods imediately 
| following the period in which earned, - or forfeiture will result. 
| (2) | ‘Entries will be made on official Time and Attendance Reports 
of all overtime or compensatory leave earned. Such entries must be ; 
initialed by the. applicable employee. | | | 
GB ) An. Aa hg check sys tem will be established to insure that 
| overtime was acunally. worked. An inspection wa include checking 
euard registers and reviewing work accomplished during periods when 
; ; compensatory time or overtime is “claimed, 


| he Compensatory leave £6 the credit of. employees at ihe date of issuance 


of this Instruction will be used within 90 calendar days from chia date or. be a 
forfeited. Such leave will not be ‘reported. as required above, but wall be 
| handled as heretofore, | 


: My ‘Holidays 


Work to be. perfomied ¢ ona holiday 4 for. which holiday pay wild. be: granted 


‘must be authorized and approved 4 in. advance in the same way as overtime. a - 
- empleyee. can be excused or. paid holiday rates only for, that portion of his tour 


of duty which cotually fells within the 2phour holiday period, not to exceed 
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‘ 
: 


' 


a8 January 

| 22 esas 

30 May | 

Awdy 

First Monday of September 
aL. Novenber 

Fourth Thursday of Nlovenber 


25 Decenber 


| Memorial Day 


’ 


; be @) the following days are established ne law as ‘Legal Holidays: 


: New Year! s Day 


Washington's Birthday 


4 


Independence Day 


‘Labor ‘Day = 
Armistice Day . 


: Thanksgiving Day. 


Christmas 


(2). ihenever any of ee above. holidays fall on Sunday’ 


(a) The. following Monday will be officially observed as 


‘the holiday by Snpleysed wncee > regular work week is Monday «. 


through Friday. 


(b) ‘Sunday will be eres observed as the holiday by 


"employees whose regular work week includes Sunday. 


(3) When a Legal Holiday falls: on other than Sunday, there. will 


} be no additional nonswork day unless proclained by the President as 


_ndloated in (4) bellow. 


A)” Holiday provisions other than those specified by law. are 


: announced by Presidential Proclanation, and cnployees will. be: officially 


nes notified. ae 
ao : Mant. pitt erential 


An additional 10 per cont cof an. employee! 8 bese: ‘pay ill be allowed 


for work performed between the hours of Gs 00 PM and 6: :00 AM Standard Tine 


when sueh hours fall within the employee! g -regularty, scheduled tour of auty. | 


STATINTL 
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r ws, . . or _ 


ght differential ‘cannot be. claimed for ‘time used in obtaining meals. When 


~ computing night differential reference should be nade to the attached table 


3 whitch shows the mnaximum hours of night ae that can be claimed for 


various tours of duty. 


by. Paynent of night differential, may be cuthorized for nighTwork per= 


“formed when an employee is “temporarily assigned ‘to: a regulerly scheduled tour. 


of duty other than his own. Proper notations, in supports of such payments, 


must appear - on the. Time and Attendance Report. 


19. ‘Terminal. Pay 
/ Annual leave must be Miguidated by a sump sum sdyndnt ce an employee 


is separated from the Federal service, or when transferred between positions 


_ which are under different leave systems, 6e5 permanent to temporary or vice _ 


versa. 


Time ead Abtendance Reports. (Stendara Form No, 130) 


a. Time and Attendance Reports Will be submitted in accordance with 
instructions issued by the Budget Officer. 


‘be Two copies. or extracts of ‘the Armed Services orders will be given to 


: the eppropriate Time and Abteridance Clerk to be submitted with the first Report ? 
showing nilitery leave. if leave extends beyond. thet reportirg period, additional we 
| “military leave should be reported on subsequent Forns No. 1130 and. a reference eee 


~ made 4 to. the first Report submitted. 


ce Time and Attendance Clerks will include under "Remerics" on Form Wo, 


1130 inclusive hours of overtime and/or compensatory ‘time worked y each. employee. — 


de: When night differential is claimed, Form Yo. 1130 mst indicate, ‘the: : 


“exployee's tour of autys 


: Bb ae. 


son nuesiprimawemeestnnresirn ee raimingronsecanantns netseliineac -ctetnamcntensnumeuneivnretmtmacatmct (oust smtars AAA gu ite! sie'y ym tettahaonacnstiywaniinansr pieisatet cinta teanbtinsnmna neuteamanastonyrtek(nm alata arrtmeninuercitmtermrnarinns wale uiienar nit 
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Ce.” Correspondence pertaining to unauthorized absence must be furnished : 
: the Bungee: officer in suppor l- of Pout Mo. a on which AWOL is reported, | 
21. Designations — | | | 
a. Assistant Directors and Staff Chief's will enitans'é in duplicate to | | is : : 


the pudeey Officer separate lists of persons authorized to: 

(1) Receive and distribute salary checks. 

(2) Certify the correctness of, and submit Time and Attendance Reports. 

(3) newest approval. of baipcunatory time ae ovaniimeets be worked. 
Be The above lists must be kept current at all times, and should be _ 
provided as indicated by the appropriate attachment. 
Ba. Native and Foreign National Employees’ 

This Instruction should be used for adninistering leave and payments to 

nabive and foreign national employees at overseas installations insofar as it 7 / 
“4s not inconsistent with gost laws and practices, Any deviations required , 


by local law or practice mist be reported to the Budget Officer, and approval 


wu 


obtained before action is taken, Such report must furnish recommendations | 
7 ~ and a copy of the applicable law or regulation. 


ILLEGIB- 


3 
A 


 2armements: 


po aN ght Differential spot, - 
Bike oie SO eee p de 


ff , 


 DISTRIBUIZON: A ot aed copies - be & Ince) 
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TOUR OF DUTY - 


1000 - 1830. 
1030 = 1900: 
1100 = 1930. 
1130 ~ 2000 


1200 ~ 2030 


1230 = 2100 
1300 - 2130. 


1330 ~ 2200 


‘1400 = 2230 . 


1430 - 2300 


1500 -. 2330 . 
~ 1530.— 2400. 


1600 = 0030 


51630 '= 0100: 
1700 =. 0130 
1730 = 0200 
1800 - 0230 © 
1830 + 0300 
1900 = 0330 | 
1930 = 0400 - 


1400. 
1430 
1500 


1530. 
1600. 


1630 


_ 1700 


1730 
1800 
1830 
1900 
1930 


2000. 


2030 
2100 


‘2130 


2200 


2230 
2300 
2330 


NIGHT DIFFERENTIAL 


HOURS OF 


LUNCH PERIOD 


1430 
1500 ~ 
1530 
1600 
1630 
1700 
1730 
1800 
1830 
1900 | 
1930: 
2000 
2030: 
2100 
2130. 
2200 | 
2230 
2300 


2400 


2330 


NIGHT DIF- 


FERENTIAL — 


08 OF Ho 32 GL ON SLR LT 


“2100 . 
- 2130 = 0600 © 


TOUR OF DUTY 


2000 - 0430 
2030. = 0500 
- 0530 


2200 ~.0630 


2230 = 0700 


2300 - 0730 
2330 = 0800 


2400 = 0830 


0030 = 0900 


0100 - 0930 


0130 = 1000 


~ 0200 = 1030 


0230 = 1100 


0300 = 1130 


0330 = 1200 


0400 - 1230. 
0430 = 1300 
0500 = 1330. 
‘0530 - 1400 


stalryi bekantntcetiwe ial al ina et be gig Seg ek ae sat alate RAG aes Delt ata ea BA eth ta can nm 


‘LUNCH PERTOD 


0400 = 0430 


0630 = 0700. 


- 0730 = 0600 - 


0900 = 0930 


HOURS OF 


NIGHT DIF- 
FERENTIAL 


2400 — 0030 
0030 = 0100 
0100 = 0130 
0130 = 0200 
0200 — 0230 
0230 ~ 0300: 
0300 ~ 0330 
0330: = 0400 


0500 
0530 
0600 
0630 


0430 
0500 
0530 
0600 


0700 = 0730 


0800 —~ 0830" - 
0830 — 0900 


PEED BORE EEO DIGS ORO 


0930 - 1000 — 
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i. STANDARD FORM NO, 64 , 3 ‘ : ake 


eater 


- Ofc Memorandum « UNITED STATES OVERNMENT 


“TO. |, Brooutive aoe de eee cae, Bibs pike Se : DATE: 1 April 1949 


FROM _ hoting ianagement, office 


es ere a STATINTL 
pee Administrative: Instruction yo.| | subjects Time, Leave and Paye , | 


Maa at a 3 s oe STATINTL: 
r ‘le Attached for your ann is the draft of the revision of hee 

' Administrative Instruction | subject: Time, Leave and Pays 

The Budget Office initially prepared the revision and concurred in 


changes sugg egos a this office. Personnel. also ne concurred: tn 
the draft. ae . ; . 


26 The draft basically is the same as the Administrative’ In-- 
_ ‘struotion currently in effect. It has been simplified and clarified 
and three new “sections added, ‘Nose J 12, and 21. 


. Se The Budget Office. oe requested that the revised Administra~ 
tive Instruction be "unclassified" in order to expedite distribution 
- to field ere ices here and abroad and to oneilsate ee USeagee 


DRREDTR, Urttte srancentenen erw wanere ne ewig ee REE Oe ot 
a eee ¥ 


: 4. The Management Office recommends this publication be sip nek “ A 

_ by the Director as it contains a delegation permitting the Executive. = | 4 
‘and the Deputy Executive to. “make appropriate amendments. It is” further aE ae, 
proposed that this Instruction be published in the normal manner. LOR rs. et, * ; 
departmental needse Additional copies will then be published withe a es ae 3 
out the heading or signature so that sa sane POE Mre et One, may be. sent Se ee 4 
to stations where. cover is desired. oe : : 


RISA ee 


oe ae peer EN RTE TEMP LO PCF PALIT anesonges 


STATINTL | 


geben eee eet eee os 
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— STATINTL 
cant STATINTL | 


nee ADMENTSTRATTVE INST verron 
rs eae Holiday, Overtime and Night Differential Compensation; a 
ne oe Compensatory Leave. a eas 
‘ ol Authordaation end approval ‘of holiday an and. overtine work shall 7 
ve made and granted on an hourly basis. -Aedordingly, pomonts for 
gw holiday and overtime work or the recording: of Leave taken in isu of 
overtime compensation will. be made for each full hour of service actual~ 
. ly rendered, Leave. may not, be taken in ‘Liu of holiday compensation. . 
, es Payment of night differential will be made for each full hour 
2 of service rendered between the hours. of 6:00. pm and 6: ua am (Stanaara 
| Time), and no payment will be made. fora : Mencti ous portion of an hours i 
) Be ‘The Toten of this instruction is to establish uniformity in ‘ 


— ey, 
the authori zation of: APayment. for. work performed. It shall be. the respon= bbe 


nNSU 
sibility of officials within the branches and offices to.teeune that 


: Aaeie omployees work c ful, hours of duty in. order that | compensation, due 
“may bo granted . | ae a er ey ee 
: Aes Sections. 16, 17 and 18, Adnini ebrative eee : eer ae al 
dated 22 April 1949, and the Might Differential Table attached thoreto, a 4 
are herens amended 0. oe extent of ‘compliance with the foregoing. 2S 


em 70 Duly 1909, F 
“This instruction shall become of fective sbrembeg teins —of—~thoer, ee. ete 


ne perio 


FOR THE DCI: 
oe DisrRiBuTvow: A. 


-STATINTLE: 4 


5 
“STATINTE 
© STATINTL 


ee 


s: 
clam 


RIMS remanent tte ni ce tem enchntcrcmnptircaca rete A, 
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as S Lee eae Be cn tea teeta, Te oRoe ae -STATINTL | 


AMMEATSTRANIVE “TUSTRUCTION , - Dates 


STATINTL | 


oe SUBJECT “Holtaey,, Overtime and stent Differential ‘Coaponsation, 2 if 
| Compgunet ony Leave. 7 | | . s 
oe Author’ s zation ond approval of holiday and overtine work shell 
is made and 1 granted on an hourly, basis. Accordingly, payments for 
holiday and overt sime work or ‘the recording of ‘leave taken in Liou of | 
overtime. -componsation will be made for each full hour of norvice ass 
| ly rendered. Leave may not bo taken in Liew of holiday compensations 
: Re Payment of night differential wilt be made for each fall hour 
of service rendored batween the hours of 6 100 pa and 6 100 am 2 (Standard 
Tino), and no payment will be made for a ‘fractional portion of an hour. 
| Se The iutont of this instruction . ia to establish uniformity in | 
| ‘ the authorization of terme for work performed. Tt. shall be the respon« | 


| iNsy 
sibility of officials within the branches. and offices to tetaiiael het 


. Vholr employees work fall _ hours of auty in order “that compensation due. 


| 
| ; may be. granted. | | | | | - oe 
| : te “Sections 16, 7 and 18, Administrative Teetrution[ . : STATINTL 
| “dated a April, 1949, and tho Might Differential Table attached % ‘theroto, ne ; 

ee OSS es horeby anonded to the extent of conplianoa with the foregoing. oe a : 

: P ee 8 is Anatruot ion shell boca. effective aah — Sy . 

e irst iad period ‘following dete of Leauance, : 
| | POR: nie Be St mW 3 wa oo : 
e : Roll ri 8 sd 
P 
r 


~ tj G ve ah’ ae Z faey! “voce 


woe 7 * 7 be 
ae 3 i ¢ 


/STATINTL 
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Ee “STANDARD 'FORM No, 64. é ; By Sy Recs ct ra, 24) on Loves Executive Registry eri 


Oe SOBs 


“ Ofce Memorandum e “UNITED STATES GOVERNMENT 


ee AX : Executive : : : ae oe : . oe ee June 1949 | 


>, FROM “4 Budget officer ie 


— SUBJECT: Holiday, Overtime and Night Differential compensation : 


2 a le share is: sr of a bige sted amendment eG —~ STATINTL 
_ Administrative Instruction This proposed amendment provides = VT Nt 
> for the reporting and computation of: payments for holiday, over ‘ eer eS 
ee ‘time © and niente work on an hourly Lome =. zlmoisee! 


Be The ‘atbeshed memorandum ‘fron the Aacintant ‘chiar, Fiscal 
Branch, dated 3 June 1949 sets forth some of the reasons why it | 
ds considered desirable to discontinue the: practice of. authorizing . os 
-: and computing payments in multiples of 15 minutes. Attention is — . 
also directed to the fact that the Confidential Funds Branch has © 
concurred. in the proposals of the Fiscal Branch with poeback HO 
this eee ta : : 
Be Should further: information be desired. with iagoce £0 
. the details concerning the maintenance and handling of records 
of the authorization,’ recording and computation of applicable: pay 
ments in multiples of one hour, further deta can be secured from. cate Ae 
-- the Payroll Divisions of the Fiscal: and Confidential Funds Branches. = st 


-STATINTL 


~E. R. SAUNDERS: 


aati nda Son vec oeoatn vain caret Sar Pence nan ela the oe as 
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perme rete ene ne ne aR TE A een cee tne me ARERR TEE BP EEE ERNE LENNIE 


and the General: Accounting Office is sound and. should be adopte d by this Agencye 
“There ‘is attached a proposed. amendment to Administrative Instruction - hee 


ay 
= 
| ae 
: 
: 
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le : z 
o cute : : : E is mgs Peet . : : 
~ + US TANDARD'FORM NO, 64, es me: woh ate , j 1 


a 


; — Office Memorandum © UNITED STATES GOVERNMENT 
10 +; Deputy Budget Officer Gea Se pate: 8 june 1949. 
| FROM oy “Assistant Chief, Fiscal Branch . | 


SUBJECT: Holiday, Overtime and Night Differential Compensation 


| oe ee oe i. ee i ee = STATINTL ~ 
le. Reference is made.to your. discussion witht om ‘as to ‘the pro= | re 


. priety and desirability for limiting payments of holiday,_o me and night | 
differential compensation to multiples of one hour. Informal contact has been 


made with the Army, Navy and General Accounting Office to learn their policies with a 


. respect to the matter. 


2, The Department of Army authorizes und computes payments of holiday, — 


overtime and night differential in multiples of fifteen minutes. The Navy Depart- — 
ment and the General Accounting Office authorize and effect such payments in. 
multiples of one hour (GAO is making no night differential payments at this 
time; however, its. policy when such payments are made is. as stated). We were 
- advised the policy followed by Navy and GAO was adopted to provide simplifi- 
- gation’ in the maintenance of ‘records and: computation of payments and is, to 
- gome extent, based upon’ the leave regulations which provide leave charges — 
in multiples of one hour for reasons of expeditious bookkeeping. In addition, 


it was stated that this policy avoids computations ‘for odd periods which, if 


considered, would result in more time and money being expended in processing | 
the payments than the actual value.of the services rendered by the individuel 
--employeese ie ere ae on oe a 


“$8, ‘This office feels that the policy employed by the Navy Department . : ATINTL 


SS STATINTL 


mean tale gts dae 
Posted oe 
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I *BTANDARD FahM NO. 64 : nes ; ae ; . ee ah a ceeeke : - | | 
Offer Memorandum - ‘UNITED STATES | GOVERNMENT Abe 


a “yor "Executive — Be ee a ee Se! ak a SDATE: uw wuly igkg. - Seep a 

aa FROM cb Assi stant General Counsel te . ae ov pe ree 3 
ce Administrative Instruction =] Pe aS ee STATING 

ae etme ae —_so ee ~. STATINTE 

aie “there is no- legal objection to the vacant. tis 

2 issuance of Administration Instruction i re i 


: iD H. R. 3383, which passed the House on 6 July 
: 1949, » provides for the payment of night differential | 
on the time schedule adopted in the area of payment. 
Therefore, if H.R. 3383 passes the Senate, it will be 
- necessary for:us to pay the night differential on 
Daylight Saving. Time | rather than Standard ‘Time. 


3, This office will inform you 4 this legis. te eel Aas 
jetion is made into law. — | STATINTL 


‘ 


Walter L. Pforzheimer 
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‘rmamrmwme RESTRICTED | ao 
J Office Memorandum * UNITED STATES GOVERNMENT 
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Z|” tet tt be ing Zao ath | 
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| Bttached proposal WaP"Sover oan 
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'To “: The Executive DATE: 14 November 1949 


Assistant General Counsel | 


FROM : 
SUBJECT: Proposed Amendment to Administrative Instruction| | | 


2 Cd 


1. ‘This office concurs in the memorandum to the | 
Executive, dated 9 November 1949, from the Budget Officer. 


2. As this office has previously indicated, CIA 
may pay compensation to its employees in accordance with 
the schedules established by the Classification Act of | 
1949 up to and including the sum of $11,000 per annum. 
However, due to faulty Gdraftsmanship in the Act, it will 
not be possible to pay additional compensation, including 
overtime, where an employee's salary is in excess of' 
$10,330. Thus, additional compensation, including over- 
time, may be paid to all CIA employees provided that such 
total compensation shall not exceed payment at a rate in 
excess of $10,330 per annum. CIA employees who receive | 
$10,330 per annum or above may not under the present pro- 
vision receive additional compensation for overtime. - 


ee 3+ It is obvious that the Clessification Act of | 
1949 is not logical in this connection, and it is believed 
that several questions regarding this point will probably . 
be forwarded by various agencies to the Comptroller General 
_ for opinion. Until such further opinion is forthcoming, we 
will have to abide by the limitations indicated in paragraph 
2 above and in the Budget Officer's memorandum. 


as aan ithensy wasn eeueserane 
ae lhe ie eye : 
x PMA pened atervierpnetgey, | 


* January 17, 1950 ah ie 
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~STATINTL 


STATINTL 


STATINTL! 
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: | 
STATINTE . 
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' RNSCISSION: Administrative Instruction 4 | dated 1h July 19h9/ 


DISTRIBUTION: AS cy ,  Beecutive 
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STATINTL 


Draft {se 9/22/\s9 | 
Does ee Leatt poss? | 
| Rot 9-28 


CENTRAL INTELLIGENCE AGENCY 


in 
| Washington, D. C. f fl | 
ADMINISTRATIVE INSTR Sas ee | 
NOMBER | ae 


SUBJECT: Holiday, Overtime » and Night Differential Pay and. 
Compensatory Leave f . 
| . STATINTL 
le Sectiomt> Paragrapit, of Administrative Instruction Nol | : 
dated 22 April 1949, is amended to read as follows: 
"Entries on Standard Form No. 1130, Time and Attendance 


f é 
Report, tndtcatins the time of day an employee worked, shall de | ae ey 
Standard, Daylight Saving, or. ener, » depending upon the time : 
observed locally when the otis performed," 
| 2. Holiday and overtime werk shall be authorized and approved for 
whole hours. Payment for holiday or overtime work will be coupuved. for 
each whole hour of work, leave in lieu ot overtime compensation will 
be recorded for each whole hour of work. Leave may not be taken in ie os 
of holdiay compensation. | ys | | | 
36 Nignt differential pay. +s authorized for each whole hour of worle 


: between 6: 200 PM and 6: :00 AM (stendara, Daylight seving, or other, depending 


when niin : 
upon the time. Sssorsen locally Wrewe the work-—is. —— performed). TArs Prevescon : 
shal he relroactive te 2 shiallet ded (9G a Complrance with 


Po ble Law 20@ /6/ st Congress. 


Pavasrephs Go , - . 
YR Farts of seethone 16, Ms and 18 of Administrative Instruction Noe 
dq dated 22 April 19h9, and the Night Differential Table aetached phereto 
din conflict with this revision are rescinded, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 
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Service, periods of consultation service an the United States under | 
proper orders need not be considered as constituting a break in the 
continuity of service abroad and may be counted as part of the two 
' years! eontinuous services However having in mind the evident intent 
of the law to relieve tho hardship of prolonged absences from the | 
United States, it appears reasonable to conclude that periods of 
- annual or aick leave spent in the United States under the stated 
Aisdeisncessanie they need not be held to constitute a break in 
the continuity of service abroat-should not be counted as service 
abroad. ocmate 27 Compe Gen, 720. Accordingly, questions ly 2y 
and 3 properly ‘nay: be answered. in the nopatLve, and question 5 in the 
‘al'firmative, ty which answers render unnecessary any consideration of 
question 6. oe 
With respect to question hh, the ‘amount of leave taken in the 
lnited States under conditions: epee tie in questions 1, os and 3 
would not a; ppear to: be naterial eens of course 2 ‘hat it should 
not speed the maxchaum anount of sick or annual leave whi. ch. may ‘be 
granted under the applicable | annual and siek leave regulations. | 


Sincerely yours, 


(Signed) Frank £ fa. Yates 


ARE onptrotler General 
of the United States 


eae 


-3- 
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@ en « : CONFIDENTIAL : oo a 
CENTRAL INTELLT GENCE. gphir AGENCY 4 7, - 
Washington, D. Ce ; 


| <= e 
arty as INSTRUCTION melee ce = Y lhe ere. f 


yihihAn ; = = 21 March 1947 DY ye. 
NUMBER | a yi 


* be af 
 SUBJEOT: Time, Leave and Pay Regulations -,Unvouchered Funds 
‘, ‘ feet - 


25X1A 


25X1A EFFECTIVE UNTIL 30 JUNE 1947 uns wSS SOONER RESCINDED 


‘ 


25X1A 


ME AND ATTENDANCE REPORTS # 


Be Is. ‘is acuined that Time and aihtendahes Renorts for each 
regular. civilian employee paid fron, danvouchered funds be main- 
tained ‘by each Branch, Division or Section, on Standard Form 
No. 1130, in duplicate, while sucht employees are located in the 
Continental U.SiA.: There mst bé entered upon Standard Form 1130 
the number of hours in pay status, the annual leave, sick leave, 
or leave without pay chargeablé for each 28 day pay period. The 


of these rerorts' rust be forwarded to the "25X11 
hes later than 4:30 pems:o € 
E P eacn 28 day pay periods... The--duplies -- TT” 
ae one be retatied by: the orleinating « office. - oe — 
ay ; , i i 


Peau an ona athe 


three “days; ae Perea ye OF | ‘physician or ai tence will be. 

fummished. “hen Sick leave co ers a visit to a physician, dentist, 

oculist, etc., the Gime of the git and the name and address of 

the doctor should be fimished “an attachment to Form 1130. | 

‘ . ea is 

. Ce For cipleyced departing fo ‘gversens assignments, Form 1130, : 
Time ond Attendance fRenort, shall De Rorwarded to thel__| 25X1 
feo not later. thak 4:30 on the day following the Sk! 
departure of the ifdividual from Washi niston,: with a notation thereon © 
that the employee has departed. Time tand, Attendance records for ' 
employees outs idef the continental lini ts of the U.S.A. will be 
governed by the srocedure set forth in" 25X11 
Accounting Prscehunes® dated October 19: 


stendatn ty TeSLSECAAPRRER EER aS te Teatte alc nde ee 


ERGs eter ats beet odo 


‘; 


Si she tafe Cet axe [ro 
will. post to tHe Time ond Attendance. Reports, the anmial and sick - Hs 
leave accumulatted by: each employee in accordance, with "Regulations 
Relating to Adnual and Sick Leave of Government Employees (as 
amended June pe 1946, effective July 1, 1946 - 1%, \Fe Re 7257)", 


a 
| 


SEEPS E EDGE ae MT TENT OT ESTE TE 


Metin er Soe gE as 


25X1A 


eerie 


s 


| a ee ‘, , 

! RENUMBERED | pia a ox GENERAL ORDER Eo ae a 2 
i (49) | ; — GONFIDENTTAL | Ls Teo : 

| EPPECTIVE 50 TONE 1947, or MEMORANDA WILL REMAIN IN FORCE UNPIL CANCHLL aD OR he 

I | ee SUPERSEDE 2D Oe age Aad a 

_ | 

E y 


a ated vb a 


. : : ihe Oe 
on : : : ze wena easiest cote 
ri pace nent gn tana a tentine tenn metas a ear om enn» eve ae m~ ann i ponte me Wenpemieies tba toner ctu attieimenmttircananerh Robongn eacwlatenmahnctene: be mem hh aD EMME AM CREME RTS 
re ae ema aees enews Fee Aponte ESE ETN nemo AE Sk mene entre AMAR Ge Nea cage SEMI rene ONE ne be ete me Hone) 
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‘ "CONFI DEN TTAL 
a aoe 
2. OVERTINE 


a. All work in excoss of 40 hours performed during: one 
week will be considered overtime, if authorized in advance by 
a responsible official of the branch in which performed, Over-_ 
time for employees in grades up to.and including the base pay 
of P-2 or OCAF=7 may be compensated at time and one-half, pro- 


vided such overtime is approved in advance by the Chief of 
the For employees in grades above the 
bas “cs or UAF=/, compensatory time off may be allowed 


in accordance with the provisions of Public Law 106 - 79th 
Congress. . 


be Requests for the approval of overtime in prades P-2 and 
CAF~7 and bolow will be submitted to the Chief, 
in detail and in triplicate on Form 52-0, boaring tho. 
Signature of the Chief or the Administrative Officer of tho 
Branch, Division or Section initiating the request. 


Upon re- . = 
ceipt of Form 3268, the Chicf of the eee eel 25X1 
if appropriatey: enter his approval on a ree conies and return 


the duplicate and triplicate conies to the initiating. offi 
the original copy. being..forwarded- to-the 
sf pies 


€a.to ‘one - er 0: : 
ertime to be pore - 


for approval-f re : Ore 
pay of Pe2 or CAFe7. 


“): formed by employees in grades above the’ bd 


. ee Approved overtime worked by employees “sin grades -Pe2 or.” 
_. CAF=7. and-below-will-be-recorded” on Standard Form 1130, Time ond ~ 
Attendance Report, covering the pay period in which performed ond 
a duplicate © Form 32-3 bearine approval of the Chief, “ 

| will be attached thereto upon transmission -95X4 
The triplicate copy  _ ” 
y the initiating officer. 


d. Compensation for approved overtime worked will be made to 
tho employeos in grades Pe2, CAF-7 and bolow at the ond of tho 
28 day pay period immediately following the 28 day pay period in 
which tho work was porforme de. ss Mae 


@« HOLIDAY PAY 


ARSE TEE SS 


[REIT etme eet em RL ERED SEELEY ST A TEESE BIE Soe 


f 


- Employees assigned to duty on holidays designated by. 
Exccutive Ordor. per Section 11, Public Law 390 will receive com- : 
pensation at double time rates for. such duty. Howover, prior wh. dP eoia eee 
approval mist be secured from the Chief of thef id See ee 

— Form 32-5 in accordance with the procedure outlined i saan oat ae 
under 2(b) aboves | as ; Re y bet bee 


< 


CONFIDENTIAL ~ 


a 
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~ ATTACHMENTS: None 
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CONFIDENTIAL 
- 3 = 
4, DISTRIBUTION OF SALARY CHECKS. 


a. Salary checks will be picked up by a designated clerk 
of the Branch, Division, Seotion, or Unit on tho Monday following 
the close of oach 28 day pay poriod botween 11 ome and 4:30 Dems 
The designated clerk will sign forall checks piven to him:for. 
distribution. He may retain any undoliverod chooks for a maox- 
inum poriod of § days if it is Imowm by him that he will bo able - 


to deliver said. cheeks within that period. Any cheeks: 
be _dolivercd shall bo roturncd to rr 
[| with o momorandum of oxplonatror Zz 
be It is. undorstood that: by virtuo of necossity, cortain . 


spocial cascs may require individual handling with regard to the’ 
delivery of individual pay cheeks. In such instancos tho dotails 


of the dolivory may be worked out by the individual employce and 
the a tho knowledge and coneurrence of 
the Branch, Division, Soction or Unit in which tho employco is - 


‘workings | : 
. ce The designated clerk charged with the responsibility of 

dolivery of checks must exercise extreme care in the handling 30. 
_-thereof.-in-order-that~they may not ‘become ‘lost and that scourity eae 


z TM Waste ces an acto 
oo eenmemteens Pn a 
oy nea 

a 


“By TERMINAL “PAY 


“the "“Lunip StintPayméit Act". 


be No employeo ea ois ee a is terminating his 
service with this organizations O Given final. clearance and/or 
finol salary payment until there is on file with the 
a finol clearance form indicating that he has no liability 
%o the organization for any proporty or operational monies assigned 
to him during his employment. : ag 
FOR THE DIRECTOR or CENTRAL INTELLIGENCE: Rs ey 


‘Executive: for Personnel. 
and Administration E 


DISTRIBUTION: A 


CONFIDENTIAL 
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Bee a Z REST? hw it TED — 8 April 1918 : 
MEMORANDUM FOR General Counsel. 
; | Thru: CAS | : 
ieee my OIA Aa NisrRATL Ye Ty an _ 
| d From: CSFD [NTF Ai TOM 
STATINTL & a: 
i Subject: . Overtime Payments ~ Revision of Administrative 
STATINTL i | Tnstrue tions L _ 
1. Section II, Paragraph A, of Administrative Ins truetions 
STATINTL [__ states thats | ; 
"ALL work in excess of lO hours performed during one 
i week.will be considered overtime, if authorized in advance 
i by a responsible official of the Branch in which performed. 
yo Overtime up to and including the base pay of P-2 or CAF-7 
he may be compensated at time and one-half provided such over- 
i time is approved in advance by the Chief of | 25X1 
5X1 E For employees in crades above the base pay of P-2 aoe ie 
“ or CAr~7, compensatory time off may be allowed in accordance: bg 
with the provisions of Public Law 106~79+h Congress. H = : 
; | 2. The second sentence stating that overtime pay of time and 
k - one-half may be paid to employees in grades up to and including the 
i base pay of a CAF-7 or F-2 appears not to be in accordance with 
; Goverment pay regulations, It is our opinion that the time and 
i one-half rate of ‘pay for overtime is only authorized for employees 
t whose base salary is not in excess of {2,980.00 per annum, Employ~ _ 
7 ees whose base salary is in excess of this amount are compensated ue Q 
/ ata lesser rate as authorized in GAO Salary Table No.26. ue § a ae ” 
ST ATINTL : ; 3. If the above is correct, it is suggested that Paragraph Res : a 
of | . Section II, of Administrative Instructions i te revised to the ; 
ie: extent that the second sentence will read: : 4 
iy ; ; 4 s 
ft "Employees whose salaries are up to and including the : 
E base.pay of a CAF-7 or P-2 may be compensated for overtime 4 a 
: 
: Wye ee: oe a in accordance with U.S. Government overtime pay rates, prom . t 
ST ATINTL - ner vided that such overtime is approved in advance by the Chief el nee 3 
5X1 BE ieee of rs sia coal | 
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Pee é | af | | ip he as ws | 7 | 
EY. i. SNTRAL INTELLIGENCE AGENCY 87 2 
CONFIDENTIAL, 
ADMINISTRATIVE INS IRUCTION 2s 4 ode Fay 2h June 19)8- 
| NUMBER — Sat ag oe yee ake 
SUBJECT: Tyne,’ Leave and Pay ie Sa. - : = a a 
Recision a, Administrative Instruction | ea dated a ae 


ber 1916, subject: Maternity Leave. 

Administrative tastraction[ Tae a 2h Apri 
1947, subjects Leave Without Pay. ya 
dninistrative Instruction[____[/aatea-18 guty 


gh? and 19 May 1947, subject: CIA Policy.on Active 

Duty Training of ‘filitary and Nava} Reserve Officers 

Employed by CIA; Military Leave ‘Vi thout Pay for 
Annu Training Duty. / 


Co. 


- a : 


| iv . 
d. Kamind Serative Instruction dated 13 Novem. 
ber 19h ae Time, Lefve and Pay Regulations. 


Ce. Administrative Instructiop ce tea él March 1947, 


subject: Thy e, Leave an Pay Regulations - Unvouch- 
ered Funds. % 


de. peace 


ae Permanent employees are ‘thse appointed without Limitation as 
to saat of service, or for _ nite periods in excess of one year, 
or-for the duration of the job, and those who, although paid only: 
when actually employed, are og atinuously employed for a period of not 
less than one month as dist tipleui shed fon part-time or intermittent 
employees. Native and fore#gn national ‘employees overseas are con- 
paleare. as permanent. employees for pn ere only. 


: f ee 
“De ‘Temporary employes are those ge va for definite periods 
of time not to excee ghe year Ye Roce ta x =. 
2. Annual Annual Leave ae ah 


‘Be Pertianent ¢ ao leyee: are entitled to 26 Wapking — annual 
leave with pay, fpr each caleridar year of Government service. One 
day of annual leave | per bi-weekly pay period is earned ‘bya permanent 

| employee and credited to his account at the end of éach pay period... 

_ The minimum onedit of annual leave is 15 minutes and additional. 

- credits are in multiples of 15 minutes. Permanent employees who 

enter on or separate from duty on other than the first oh last, work 
day of the: Bi-weekly pay period accrue: one-tenth of ‘one day's. leave 
for each complete day of service rendered during that popor ee 


ey CONFIDENTIAL 


Approved For Release 2003/01/17 : CIA-RDP81-00728R0001 0001 0043-6 


Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 


' i : Homa | 
ha i ‘| : 
be _tempardry employees’ garn two and one-h. 2 days © bar Leave 
- for each continuous full month of: service. However, no annual: 
leave accrues for a pesot tence service month. 


ried forward into a new calendar year. 


de An employed: however, who had on July 2h, 1917, over 60) days 
annual leave to his credit may carry over his leave balance as of — 
that date up to a maximum of 90 days, provided he has consistently 
maintained such balance on the first of each year after July 2h,.19h7. 


Ce ‘The minimum charge for’ annual leave is one hour, and addi- | 
tional leave “iit be charged in multiples of one HOURS: 


i 

ara te + Ge Not more than 60 dass ‘accumulated annual leave may be car~ | 
| f. ‘Annual leave must be taken at such time as will not nee 

| fere with the work of the organization, and must be approved my the 
appre tate supervisor before the aii is taken. © 


3. aduanead innual Leave 
: bce ache teint 


ae Pomenent employees who have been in the Federal service for 
one year or more may, in case of emergency, be granted advanced 
annual leave equal to that which will accrue during the remainder of 
-. the current calendar year, with the understanding that if it is not. 
+ earned during the calendar year they shall make a refund for such 
leaves 


be Application for advanced annual leave will be submitted to - 
the appropriate supervisor for review and recommendation, and for. 
warded to the Chief, Personnel Branch, A&M, for final approval. 
The Assistant Director for Special Operations may approve advanced 
annual aoe fon his unvouchereéd eMpioyeees 


| 

| Ce Temporary employees will not be advanced annual leave. 
| af 8 le. Sick Leave 
| 


ae Pe imanient eaioyeee accrue sick leave at the rate of one and 
one-fourth days per month, or a total of 15 days a year. The mini-- 
mum credit for sick leave is one hour, — 


be ‘Temporary employees accrue sick leave at the rate of one and: 
. Sesto da ays for each fate month ae service. 


en Sick bares may: be acbumilarea ane. carried forward until it 
totals not more than 90 days. Sick leave is available to permanent 
employees at the beginning of the month in which it accrues, and to. 
jnemnonee oc only after it has’ pec earned. :, ; 


2 SERIO Hine wimamenresnernnt renee eee ns coe 


SURO Stiri mea, 


oo da The minimum charge for sick eave is one hour, and additional 
‘leave -wilt: De ene eed in sea aaa of one hours ae 
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mc * sick leave will ¢ ip to fae 


(a) When they are INFIDENTI or the performance 
eee their duties by sickness, pregnancy and con- 
finement, and injury. 


(b) Per medical, dental or optical examination or a: 
treatment, when leave is approved in advance . - 
by the supervisor. se * en 


(c) When a member of the immediate family of the 
- employee is afflicted with a contagious disease 
and requires the care and attendance of the 
employee. % 


(a). When, through exposure to contagious. disease, 
the presence of the employee at his post of 
duty would jeopardize the health of others. , 


(e) Sick leave must be supported by a medical . 
' certificate or other evidence administratively 
acceptable if the absence is for more than 
three working ee 


Ds “Advaneed Sick eave. | 


ae Pertianents employees, in case of serious: disability or ailments — 
lasting five days or more, ‘may be granted not to exceed 30 days advanced 
sick leave. Such advances are charged against sick leave which will be 
earned in the future. No advance sick léave will be granted to temporary 
employees, . 
De. When an n employed applies foe more sick eave en he has: accumu- 
lated or than may properly be advanced, the excess leave may be- charged 
against accrued annual leave or to leave without pay. 


Co An employed when terminating from service ‘must, ee in cases © 
' of ‘separation caused by death, retirement for disability, disability, or 
‘reduction an force y, refund the amount paid yin for the ie of. indebted — 
leave. 


o dew ipsricatitons for ‘advanced sick leave must be esuenpanicd by a 
certificate from the attending physician certifying the nature of the 
illness and the estimated date that the employee will be able to. ‘return 
.to duty. Applications will be processed in the same: manner 8s those for 
advanced annual. leave. E 


ei 6. “Giubata tution of Sick for Annual Leave 


When aicknés’ occurs within: a (period of annual waeage and lasts five 

_ or mere consecutive workdays, sick leave may be granted to coverthe - 
“period of. illness and the deductions sgainst annual leave for this ‘period 
will be restored. il acne for such substitution must’ be mada within 


: CONFI DENTIAL 
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two workdays after return to duty and must be supported by n. medical cer= 
tificate, or other evidence administratively acceptable. 


7. Maternity Leave 


a, Written applications for maternity leave, necompanied by a doctor's 

certificate, may be approved by the Chief, Personnel Branch, A&M, and tHe - 

Assistant Director for Special Operations may approve such applications for 
his unvouchered employees .« | | a og 


b. Normally maternity leave will not exceed six months including 


(1) Aceumulated sick. leave | : 

(2) Accumulated annual leave ier | | 

(3) "Leave without pay status" for any balance of the ; 
six months. — Pte ae si 


‘¢, The Chief, Personnel Branch, A&M, may approve up to an additional 
six months! period of maternity leave as "leave without pay" upon receipt 
of written advice from the attending physician certifying to the necessity 
for the additional leave. The Assistant Director for Specinl Operations 
may approve auch additional leave for his unvouchered employees. 


d, Immediately prior to the effective date of maternity leave, the. 
office to which the employee is ossigned shall submit Form No. 37-3, . 
Personnel Action Request. Tho employee shall execute Form No. 34-30, Final 
Payment Clearance Sheet. | ey 4g | 


cn te ne te ee oe ee one ee pA nen OC IC aman tt EER SESE Y OPE EERILY IT EPI SETTLE : 


8. Leave Without Pay 


a. (1) Leave without pay not exceeding 15 working days may be granted 7 
at the discretion of Staff Chiefs, Assistant Directors,[~ | Ha  95X4 
| or Chiefs of Missions[________—sjoverseas, to employees under ZV, 
their jurisdiction. (2) Leave without pay in excess of 15 workdays. must 
in addition be approved by the Chief, Personnel Branch, A&M. The Assis- 
tant Director for Special Operations may. approve such leave without, pay 
for his unvouchered employees. — a eta OP Soa ek 


* b. Leave without pay will not be authorized initially for. any peried 3 

in excess of 12 months. oe oe we cas : Pe ayes 

gy Form No. 37-3 will be initiated by officed when LWOP for 60 or | | 
more calendar days ‘is recommended for approval. A personnel action will 


‘be issued when such leave or an extension or renewal thereof is approved. - 


oo. de Employees who are granted an extended period of LVOP will, prior 

“to the beginning ef such leave, execute Form No, 34-30,.."Finel Payment: — 

Clearance Sheet", Fe re en ee ee Gs 
9. Military Leave | 
Lies va, Military leave for training purposes only, not to exceed 15 calen- 
dar days in any one year, may be granted with psy without: charge to annual 


- pe 
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A&M, fees received from courts for days on which the employee normally. 
‘would have worked. Federal employees called.for jury duty in the District 
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mars, 
pers . tb 

ee. ae ; ; ¥ im, 
popoay . ¥ : “: - coe 


léave to nemiee of any nis QNE IDENTLAL: cation established Bing: 


of the United States. Saturdays ond Sundays will be included in the 15 


calendar days leave.period only when such leave includes the preceding 
Friday and the following Monday. Me ie oa | 


De. Members of the National. Guard of the District of Columbia may be 
granted Military leave with pay without charge to annual leave on all 


_ days of service which they are ordered by competent authority to perform 
and on all days during which they are engaged in field or coast defense 


training. - 


Ce. Applications for military leave will be processed in the same 


manner as applications for advanced annual’ leave. 


10. Court Teave 


@. A permanent. employee subpoenaed to testify as a witness on behalf : 


of the United States or the Government of the District of Columbia, or 
called for jury duty, in a State, District of Columbia, or Federal Court, 
_is entitled to his regular pay while absent from duty ‘and no charge for 


leave is made, Evidence of. attendance at court and evidence of receipt 
or non-receipt of fees is required, Applications for court or jury leave 
will be processed -in the same manner: as applications for advanced annual 


leave, . 7 


b. Annual leave or LWOP will be granted when an employee is subpoenaed 


in private litigation or by some party other than the Federal or District 


of Columbia Government. 


c. Employees may be regarded. ns. in active duty status for court. serv- 
ice and no leave charged if the value of the employee's testimony arises _ 
from his official capacity and he is subpoenaed solely because of and to 
testify in that capacity... goes amiin He oe , ae - 3 


d. Temporary, substitute or "when actually employed" personnel are | 
not entitled to court or jury duty leave of absence. with pay... 


e. Employees. who serve ‘as witnesses or jurors. and. are granted court, 


jury duty or official leave will surrender. to the Budget and Finance Branch, . 


of Columbia are not paid usual jury feds. _ 


f. An employee who appears in any court xs a witness, plaintiff, de- i 
fendant or juror must report to the Executive for Inspection and Security | 
for briefing on security regulations prior to date’ of his appearance in 
court. ._ atte a ae ee : oo eee 


ll. Unauthorized Absence - 


An employee detained by. causes'.beyond his control and unable to report 
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-for duty at ‘the opening hour, should notify his supervisor as soon as possi- _ 


ble on the first: day of “>SCOONFIBDENTIAL for. any cause, without - 2 - : 
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prior permission, must .be gdtietactertly explained; otherwise leave will . 
be chorged as AWOL andthe employee will be subject to y ateelp any conten 


. Employees not Eligible for Leave 
' Employees do not earn leave 4g appointed: 


- “fe FOr service limited £6 pontiens of each workday, week or 
-. month. 
b. For service under repeated appointments, or employments | 
for periods of short duration none of which extends for 
; - a full month. - a 
ec. For service on a "per hour" basis where employment is 
not on o regulor and continuous basis. 


13. Leave Balances 


Leave balances should be requested from’ the es Budget ond 25X11 
Finance Branch, or Special Funds Division, OSO, only when is absolutely 
| ~ necessary thot an employee know his leave balances because of an entici- ae 
pated vacation or 2 prolonged absence due to illness or some other special - 
reason and he is not certain whether sufficient leave is available: to cover 
the absence. Such requests will be submitted in writing and sonuenne4: 
through apprepyiave Time & pobendane Clerks. 


ee ca er nate rn ne are ncn nn Ae te pe EEA IRE ZETA LTA, 2 


14. Overtime 


a, Within the Sen tieeneed limits of the United States: 


- (1) Overtime for departmental emplevecs must be approved 
de prior to overtime work in each case. Requests will 
; be submitted on Form No. 32-3, ide for Approval. 
of Overtime, as indicated below: 


(a) . To Budget ‘and Finance ead A&M, for all 
-employees except those of 0S0 who are paid. . 
from unvouchered funds. Such requests may _ 
be approved by the Chief, Budget Division. 
and the Chief and Assistant Chief, Sele 
and Finance Brench. 


~ 


(b) To Special Funds Division, hand nigtratdon- 
and Services, OSO, for employees of OSO 
‘who are paid from unvouchered funds. Such : 
requests may be epproved by the Chief and 
pees eueny Chief, : Special Funds dae timests 
OSO, ‘ 
(2) . Quarterly estimates of anticipated evertine: require=— 
Bere will be submitted on Form No, 32-3. by Chiefs 
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Mi eee 
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| B of to the officials in- 
a ae . dicated in a (1). above, who are. authorized to.a rove: . 
i one es overtime poyments-for eae 2 Fast 
: Fe ee tuice: | ae” aieniee . Forms should be submitted.sufficiently in advance to. eget ae Cpe he 
4 insure receipt of approval prior to the beginning’ < of | - we ree 
| the quarter covered. by the Sutimevee yee 

ae , gabe | 
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a acre ar CONFIDENT Abie ror emproyees in the 


continental United States may be ordered by the. appro iofs, . 
Assistant Directors, Chiefs of Breaches) 


- outside the continental limits of the United States who are paid in accord- 
-ance with local prevailing wage rates are not entitled to overtime pay un- 


ec. Outside the continental limits of the United States, overtime may 


‘be ordered and approved by Chiefs of Missions [lor their Deputies, 


They must, however, have evidence that sufficient funds are available. for 
payment before authorizing overtime... Native and foreign national employees 


less local. custom requires. 


d, All work in excess of 40 hours performed during’ one administrative 
work week will be considered overtime if authorized and approved in advance 
in accordance with. the above provisions, _ 3 oo 


@. Approved overtime worked will be paid at authorized rates: or com= é 
pensatory time off may be allowed. . a : 


| 15, Holidays © 


/ Work to be performed on a holiday for which holiday pay will be granted = 


_ Must be authorized and approved in’ advance in the same way as for overtime. | 


16. Night. Differential 


work and pay as shown in 14 above, An employee can only be.excused or paid 
holiday rates for that portion of his tour of duty which sctually falls with- 


in the 24-hour holiday period, and not. to exceed 8 hours, — 


as An additional 10 per cent of an employee's base pay will be allowed 
for work performed between the hours of 6:00 PM and 6:00 AM, when such hours 


fall within the employee's regularly scheduled tour of duty, “ight differen- . 


tial cannot: be claimed for time used in obtaining meals. 


b. When computing night differential reference should be made to the 
attached Table which shows the maximum hours of night differential that 


_ can be cleimed for various tours of duty. 


17, Terminal Pay 


. a, Annual leave must be liquidated by a lump sum payment when an em-— 


ployee is separated from the Federal service, or when transferred between 


positions which are under different leave systems, i.e., permanent to tem- 


- porary or vice versa, © 


"18, Time and Attendance Reports 


a, Time and Attendance Reports will be submitted to the Budget and 


Finance Branch, A&M, or the Special Funds Division, OSO, as appropriste - 


in accordence with instructions from such offices, 


b. Two copies or extracts of military or naval orders will be’ given Oy 


. he 
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report (Form No. 1130) showing. military leave. If ieeys axtende beyond 
that reporting period, additional military — leave should’ be reported on . 
subsequent Forms No, 1130 and a reference made to the first pen No, 1130 
mepertine the leave. 


_¢,., Time and: Avbendanee leh will include under ' "remarks" on. Form. 
No. 1130 inclusive hours of overtime worked by employees... For overtime . 
in the continental United States, a copy of Form No, 32-3 approved by the 
‘appropriete supervisor and the Special Funds Division, OSO, or Budget and 
Finance Branch, A&M, will be attached to the pee Forn No, 1130 when 

_ transmitted to the appropriate paying office, ° 


d.. When night. differential is dined, Form Nes a0 must indicate 
the employees regular tour of duty. 


Correspondence soee niin to uneuthorized absence mint be furnished 
the eppropriate paying office to substantiate Form No, ae on which AWOL . 
is. reported, 


f. When annual leave is converted to sick leave as shown in paragraph 
6 above, a notation to thet effect must be mnde on Form No. 1130 and a 
- medical certificate or other evidence administratively pecenvent must 
support Form NOs, L130. «" 


ge Kestotent Directors and Steff Chiefs will submit in duplicate to 
. the appropriate paying office a list of persons authorized to certify the 
correctness of time and attendance pore and will ace? such lists cur- 
rent at all times, 


So re oo ee cir an eet Sern ane mc nee he A ERI SEE AE Reta areecn ore 


1 Native 2 ang: Foreign N National: Employees 


“This Tis trtietion should te used for administering leave and payments 
to native and foreign national employees at overseas installations insofar 
as it is nob inconsistent with local laws and practices, Any deviations 
required by local lew or practice must be reported to the appropriate pay- 
ing office in Washington and approval obtained before payment is made, 
_ Such report must furnish recommendations and a copy. of the applicable law. 
or regulation. | 
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STATINTL 


Pea see RESTRICTED: "oy a0 ale 
Executive a - 
; 2 | THRU: General Counsel. 3 . «9. Rovember 1949 Cy 
STATINTL : ‘ Budget Officer i oe, ee | | es | . 
, a _°. Proposed Amendment to Administrative Instruction ami: 
STATINTL | | | | eta | 
| ; J. The attached proposed amendment to. paragraph 16f of | 
Administrative Instruction is returned without the con= 
1 currence of this office for reason that current advice has | 


es been received from officials of the General Accounting Office 
indicating that it is their opinion that the Classifioation Act. 
of 1949 did not remove the previous Limitation of $10,330 per 
@nnun with respect to. acditional compensation (including overtime) 
which an employee could receive, Consequently, the existing pro-~. 
. _ vision limiting the rate of compe ns:.tion. which can pe. received 
ise _ Should remain in efiect. ae 


ae oS 2. Hepranentatives of the ‘Accounts svete Division and the 
Legal Staff of the General Accounting Office nave informally — 
advised that the provision of Section 603(b) of the Pay Act of | 
1945, as amended by the Pay Act of 1918, with respect to the Limt- 
tation of 910,330 per annum was not repealed by the. Classification 
Act of 1949 and that the latter Pay Act in effect only repealed 
_ that portion of Section 603(b) of the Pay Act of 19h5, as amended, 
with respect to base compensation in the upper grades. which provides 
bas “or base pay rates at $10,330 or more per annum. Reference was made 
ea iis are by the GAO representatives to the Legislative History of the original 
i. : House and Senate Bills pertaining to the 1949 Classification Act : 
“ which provided for linitations on additional compensation at rates 
‘below the top of the upper grades and althou ugh the bill was finally 
pasged without any specific indLeation of & limitation, the #105330 
Limit must Still apply. 


3. Until or unless the General snbeanties office formelly ax= 

be? ae 3 presses un opinion which indicates that the $11,000 or other higher. 
STATINTL:. . ceiling may apply, the pertinent Limitation set forth in Administra- 
tive Instruction[  |should be adhered to with respect to overtime . 
or night differential work ie overtiine performed fer compensa= — 
ae ae tory leave purposes. 


nb 
a 
‘ 


= %. R. SAUNDERS 
oe 3 ee, Attachment 7. 
KEW /vlb ‘ ae at Nght We a” a AY ae 


om (ees. Acting Chief, Fiscal Division 
os Acting Chief, Finance Division V 
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| - _ ae . CENTRAL INTELLIGENCE AGEHOY . 3 4 
‘ a lb ayes. spl 4 he a : : dD. 
B VT Pe tbl dD: | Washington, Co ee een 4 Sion 

STATINTL Awe vdeo ys es — | raat 
2 ADMINISTRATIVE LNSTRUCTION ‘ 22 April 1949 . l 
Po NO, . . [i 
STATINTL _ SUBJECT: Time, Leave and Pay, - 
4 RESCISSIONS: a. Administrative Instruction| | dated 24 June 174e L 
. subject: Tine, Leave and Pay. 7 . : 
STATINTL | Bs Administrative eS a | dated 4 ones , 4 
off 1948, subject: Absence for Registration and Voting. 7 4 
STATINTL § A eieee : 
i ¢, Administrative | Instruction C....._] dated 17 November : 
; ' 1946, subject: Legal Holidays, . fe 
i . | a 
STATINTL | d. Administrative Instruction | eats January ‘ 
1949, subject: Time, Leave and Pay (Official Working : 
STATINTL | if aos | es | ne Pe ; 
: ee Adninistrative a 15  Tebruary a 
: . ee subject: Annual Leave (Time, Leave and Pay). Pane : 
STATINTL #) | eats 4 | se : 
Aes : ae sats ial Vorks mors " 
STATINTL  § ao oaae Spormal offic gorking hours for all eotivi tes: of the. Agency ae 
: OP a hr 330 to 1700, Monday™shrough Friday. For any tour of duty in excess Be 
4 CBE & of (4) hours, nofad or otherwise, a thirty minute lunch Pe will ‘be 
i GG : ms ablished, | ™ . : saa ee oe mae. [rod * af ‘d P 
ee PMedyes o 8 7 eee Se eee 
ae cage “i” Dee The hours: off. duty show dh "Standar form No. 130, Time and Attend- ae 
ti - -anee Report, must be shown in terms of Standard rather. than Daylight Saving. See 
. ' Time for employees wnose tours of duty are other, than the normal ai eeret oe a 
| working hours, 0830 - 1700, | | | | 
7 ee Definitions (For Leave Purposes Only) 


a. Permanent, cerplenees: are those appointed without ‘Linitation as “te 
length of”: service, or for definite veriods in excess of one year, or for 
the duration of. the job (covering an indefinite period) and those who, — 
‘although paid only when. actually employed, are continuously employed for . 
_ a period of not less than one month as distinguished from part-time or. | 
: intermittent employees., Native and foreign national employees overseas | 
are. considered - as pernaien y py for leave purposes onlye 


be Tempo rary. emmlovsss are those appointed for definite periods of 
: time not to exceed one. ee <<. a 


canbe ARE AM UR ALCAN sonnet en ee TH rae a 
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3 Annual Leave 


Be, Permanent employees. are. entitled ‘to 26 work days of annual leave 

with pay, for each calendar year of Government service, One day of ahnual 

leave per bieweokly pay period is earned by a permanent employee and credited 

to his account at the end of each pay period, The minimum credit of annual 

leave is one hour and additional credits are in multiples thereof, Perma~_ 

“nent employees who enter on or separate from duty on other than the first = _ 

or last work day of the bi-weekly pay period accrue leave in accordance with AA 

_ the following schedule: : 


“BASIC WORK DAYS | HOURS oes | 


wmPEwnbw 
HWP hM 


_ be Temporary employees earn two and one-half days annual leave for 
each continuous full month of service, However, no annual leave accrues 
for a fractional service meres 


Not more than 60 days accumulated annual ole ney be carried 
fovea into a new calendar year. 


SPRUE REIMER Re aneen Pee TEA RT enna Sem Sea MST TI eT Coan eam a 


eee 


d, An employee, however, who had on 24 Suly 1947 over 60 days annual 
leave to his credit may carry over his leave balance as of that date up to 
a maximum of 90 days, provided he has Gone tenCnuly maintained such balance 
on the first of each. year after 1947. 


ene 


SUR SARE RT ESET Fe BESET Ste RE aE eee 


+ @, The minimum: charge for annual leave is one hour, . and additional 
e. will be charged in multiples of one hour, 


aneageweaiinimiae 


cates —~ ee 
‘ or fs Every~su ern sor rosponsible ‘for approving isave will assure that ib 
Ss (amployees are forded an “opportuni ty to avail themselves of earned annual. _ ee 
a0 
= Rete atu! sob a h 
es CUE 


STATINTL 


an: _ a "ave ave programs wile planned in advance and scheduled. 
i. re SOB as thee to impair offietericy of operations, Employees scheduled for | 
i Sas ‘leave during periods no sired by them may elect to refuse such leave 
7 ae ; periods, but refuse nay result~in forfeiture of that annual leave which 
io -. }. ds dn excess of the: maximum that can “be~carried forward into the eueoote 
an years ; 
got Ne 


=e inant a Leave 


| 
| oc ee ee:y Permanent employees who have ‘been in the. Federal service for onc — eee 
7 year or more may, in case of omergency, be granted advanced annual leave Tether at 
i equal to: that. which will accrue during the romainder of the current ealon= 
| _ dar. year, with the. understanding that if it is not earned during the calendar : Time ee 
_ *year a, shall make a rofund for such ZOavels com Niele g hee 


= 2 - 
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. b, Application for advanced annual leave will be submitted to the 
appropriate supervisor for review and recommendation, | and forwarded ta.: 
‘the Porsennel whe AOOE or his dosignec, for approval, 

Oe Tomporary émployoos will not: be advanced annual leave. 


4 6. Sick Leave 


Qe Posmenont employeos accrue sick leavo at the rate of one and 
one~fourth days por month, or a total of 15 eave: a yoar, ‘The minimum . 
~eredit for sick leave is one hour. 


| 
| . b, Temporary employees accrue sick loave at tho rate of one and 
| . gno-foursn days for each full month of service, ' 
| 

{ 

i 

| 

| 


. "Sick leave sie be aooumaideed and carriod forward until it tales 
‘otale “not more than 90 days, Sick leavo is available to pormanent | 
employees at the boginning of the month in which it: AEOEUCS y: and to 

EMP OrETY. employcos ony aftor it has boon carned, 


ee Be Tho minimum chargo for sick ‘eave is one hour, and additional 
leave will be charged in multiples of one hour. oo 


(1) Sick leave will be grentod to omployces: 


(a) When they aro incapacitated for the performance of 
their dutics by sickness, injury or prognaney and bobs tenants 


~ (0): For medical, dental, gpticel oxanination er treatment, 
pe hy al -. when leave is approved in advance by the supervisor, 
i 


(ce) “When a member of the immediate family of. ‘the omployse 
ds afflicted with a contagious disease and requires the care: 
_ and attendanco. of the ompLoyoe.. 


/ (a) When, | chrpush exposure to contagious disoasa; the 
presence of the omployce at his post of said would jeopardize 
he health of others, 


(o): Sick leave aiet be suopeneea by a medical cortificate 
or other evidence administretivoly. arent af the. absence is 
_ for more than threo work days. 


a Adverosd Siok Leave 


[ 
| 

| 

| oe . 
fe ae Permanent enployoos, in case of sorious disability or ailmont coo) 9: 
: lasting. five days or more, may bo advaneed sick leave not to oxcecd 30:. os 
“days, Such an advance is shargod against sick leave which will be carned ro 

| dn the future. No advanee sick lecvo: ae bo granted ue ace ompleyeos. eo 
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b. Whon an emp Loyea eties for more ater loave than ho has accum- 
lated or may properly bo advanced, tho oxcess leave may be che oer against 


accrued: annual loave or to leave without pay. 


eee An smd eyeo whon torminating from service must, except in cases 
of soparation caused by death, retirement for disability, disability, or 
roduction in foreo, refund tho amount paid.gim for the unliquidated yor- 
tion of the advanced leave, | 


d. Applications for advanced stoke leave must be accompanied by a 


eortificate from tho attending physician certifying the naturo of the 


illness and tho ostimatod date that the omployce will bo able to roturn 


- to duty. Applications will be: proooreed in the same manner as those for 


advanced annual leave. 


Té ‘Substitution of Sick for Annual. Leave 


Whon sicknoss occurs within a ported ‘of nnkdad leave and lasts five. 


or more consccutive workdays, sick leave may bo granted to cover the period 
of illness, in which evont the deductions against annual leave for this 


period will be convorted, Application for such substitution must. be made | 
within two workdays after return to duty and must be supported by a medical 


Ror te eave), "or soubor cridones administratively acceptable, 


8, Natornity Leave | 


. Qe Writton applications for maternity loave, Sucenmunlea by a dootor's 
sory iyate) may be approvod by tho Porsonnel es, or his designco, 


b.. Normally maternity leave will not oxeccd six months ‘including: 
| (1). Accumulated sick loavo. | 
(2) Accumulated annual loavo. 
, (3) Loave without pay. 
Co “The Personnel Officor, or his ape ionise: may. approve additional 
maternity leave upon roecipt of writton cdvice from the attending physician 


Sere ars to tho necossity for the Loave, 


de Immediately prior to the effective dato of maternity: leave, tho 


office to which the employeo is assigned shall submit Form No, 37-3, Porgson= 
‘nol Action Recquest,.. The omployec shall exccute Form No, 34-30) Final a 


mont Clearance | Shect. 


9. Lea ave Without. Poy 


a, (1). Leave without pay not. axeooding 15 work days may bo ented” 


to employees at the discrotion of Steff Chiefs, Assistant Diroctors, 5 
ee ee Chiefs of Missions [overseas | 


STAT 
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i F Sete } rd : 
: (2) Leave without pay in excess of 15 workdays must have the : 
; additional approval of the Personnel Officer, or his designee. 
. : . é bs Leave without pay will not be authorized ini tially for any period i 
: in excess of 12 months. | . 7 : 
& ; ; , ' : 7 : 
i Bos ' ; : 
: Ce Form No. 37-3 will be initiated by offices when IWOP for 60 or a 
i : more calendar days is recommended for approval. Standard Form No. 50, 4 
Notification of Personnel Action, will be issued when such leave or an 
7. extension or renewal. thereof is approved. | i Foi : 


d. Employees who are granted an extended period of IWOP (60 days or 
more) will, prior to the beginning of such leave, execute Form No. 3-30. 


10, Military Leave 
, ae . a: 


| a. Military leave for training purposes only, not to exceed 15 
calendar days in any one year, will be granted with pay without charge 
to annual leave to members of reserve components of the Armed Services 
of the United States. Saturdays and Sundays will be included in the 15 
calendar days leave period only when such leave includes the preceding . 
Friday and the following Monday. rs | 


ae 


sees 


POPES TOM TTT Oa 


bs liembers of the National Guard of the District of Columbia will 
be granted military leave with pay without charge to annual leave.on all 
days of service to which they are ordered by competent authority. 


Ce Applications for military leave will be processed in the same 
manner as applications for advanced annual leave. 3 


il. Court Leave _. er “AGS eee ee ae {| et oe +| 
‘a nenetnaeretmmncairotne eto : : 72 4 ; : 


a. A permanent employee who attends court as a witness on behalf of 

the United States or the Government of the District of Columbia, or for. 
jury duty, in a State, District of Columbia, or Federal Court, is entitled 4 
to his regular pay while absent from duty, and no charge for leave is made. ee 
_ Evidence of attendance at court and evidence of receipt or non-receipt of 
fees are required. Applications for. court leave will be processed in the 
‘Same manner as applications. for advanced annual leaves . 


STATINTL 


be; Annual leave or IWOP will be granted when an employee is absent 
from duty because of private litigation. Ain * Oe a 


. ec. An employee may be granted court leave if the value af his: testimony es 
arises from his official capacity.” "he oe a8 - ego t ace 


oad Temporary, part-time or "whan actually employed't personnel are | 
not entitled to court or jury duty leave of absence with ‘pay. ee 


OO ACOA EE AE EE TE LEN AEN LE EA TARE LE NOES EEE E,OREE SATIRE EET OTST IIEES GATED Ot 3 Hei Ut nro tart ire gt roar an sone 


- @e Employees who serve as witnesses or jurors and are granted court 
or official leave will surrender to the Budget Officer fees received from 
courts for days on which the employee normally would have worked. Federal: | 
. @mployees called for. jury duty in the District.of Columbia are not paid 
"usual jury fees. ae a ee ee Soe ae 
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f, An employee who appears in any court in any capacity must roport 
to the Chiof, Inspection and Security, for briefing on security rogulations 
_ prior to date of his appearance in court, 3 | : 7 


12; Absence for Rogistration and ‘Voting 


a, Insofar as may bo practicable without interforing scriously with _ 
production, employoos who dosirc to vote at communitics whoro thoy maintain 
voting rosidonee, excopt where voting b:r absontco ballot is pormittod, will 
bo excusod for that purpose, without chargo. to loave, for a reasonable timo 
on all election days, Further, employees who will bo voting in jurisdictions 
which require registration in person will be excused for that purpose, with. 
out charge to leave, for a roasonable timo during the rogistration poriods 
specified by the jurisdiction in which they will voto, Such authorized © 
absenee should not oxeeed tho time actually required to vote or rogister, 
as tho caso may bey and in no event should it exccod one working day for 
each olection or rogistration period, 


-b, In these easos when an employce requests additional leave for 
voting or registration which will require longcr than one day in order to 
-enablo him to go to his legal residenee to vote or register, permission will 

be granted. whenever practicable and the poriod of absence in excoss of one 
_ day will be charged to annual leave or, if annual leave is exhausted, to 
_leavo' without pay, | . 


13s Unauthorized Absence 


An employee detained by causes beyond his control and unable to report — 
for duty at the opening hour, should notify his supervisor as soon as possi-~ 
ble on the first day of absoneo, Absence from duty for any cause, without 
prior permission, must be ‘satisfactorily explained; othcrwiso leave will be 
chargod as AWOL and the employec will be subject to disciplinary action, 


a, For sorvieo limited to portions of each workday, week or month, 


: -b, For service under repeated appointments or omployments for periods | 
of short duration, nono of which extonds for a full month, — AS: 


on a rogular and continnous. basis. . 


¢,- For service on a por hour or per diem basis where employment is not 


15, Loave Balanees 


Leave balanecs should bo ‘requested from. the Budget. Officer only when it 


_ is absolutely necessary that an employee know his leave balances because of. ~ 
on anticipated vacation or a prolonged absence duc to illness or some. other 
_ gpocda). reason, and he is not certain whether sufficient leave is available - 
to cover the absence, Such requests will be submitted in writing and for- 
warded through appropriate Time and Attendance Clerks. . Leavo: balances..will - 
be furnished to omployees once a year, ha Oi he bee age 


a6 
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; i 
. . Election by tho omployoo to take loave in lieu of ovortine compensa— — ae | 
tion peucenann loave) shall bo subjoct to the rostrictions eget Orne a : 
overtime and the provisions of this soction, « a ae ny 

: | 
era ” Ovortdnio shall be opt to an absolute mindmum throughout the deneye a 4 
with omphasis. boing placod upon tho full utilization of the normal official 2 se i 
HONE hours of each smployoo. so ; | 


‘Ce ‘Overtime work: will not bo rer unseca: or duthorisod oxcopt in iieaee : 

' gascs ossontinl to moct omergency requirements ‘not possible to moot by full _ ; 
utilization of omploycots normal working hours, Assistant Directors and 
Staff Chiofs aro charged with tho porsonal responsibility for control and 
continued oxamination of overtine Sean CnO uN to insure the offactive a ye ge td 
eation of this policy. ea. 


Fem carpenter ine pone mene anne ef reteset et Rett tet EN RATT LI META NEO te ee on ee AF peaerraenan - a 


“dy Within tho Gontinontal limits of the thited re : 


(1). Approval of the Executive, his deputy, tho Budgot Officor, 
or his doputy, must be obtained prior to ordering compensatory tino 
or ovortino, -A request will bo subnittod.on Form No, 32-3, Request | 
for Approval of Overtime, in accordaneo with instructions issucd by 
the Budgot Officor, Forms should bo submitted sufficiently in advance 
to insure reecinpt of approval price to the popsihe of the poriod 
coverod by the request. 


, (2) Form No, 32+3, ae by tho Budgot Officor or hig dopitty; 
will bo transmitted to the paying offico no later than tho close of the 
poy poriod in whieh work is porformod. : 


Mord. OR ‘Outside the séuninantal Limits of tho Unitod States » overtine must — 

be approved by Chiofs of Missions ae their deputios, Thoy mst, _ 
however, havo ovidenee that sufficiont Funds are available for payment before . 
authorizing overtime, Native end forcign notional employoos outside: the con- ~ 
tinental linits of tho United States wio are paid in accordance with local 

“. provailing wago rates are not eoteyied to overtina poy unloss roquired by 

wet Local custome. . 


Pree eg f, ‘No officer or Sones shall be. patd, with eae to any pay poriod, 

 gompensation ot a rate in oxcess of 310, 330,00 por annun.’° Accordingly, con- 
ponsatory leave cannot be grantod in those instanees whore, an ee is - 
tot entitled to overtine conponsations, . 


: = Be hantnietcative: controls governing Er ee leave: will be estab. 
oe  Lished by cach Assistc ant Director and Staff Chief based on. pelle stated 
Ss ; below: 


| a) —. st oleate NG 16 pay io ‘palpiay ae 
POLL ewan, tho por ege in which on amnod, or. foe wilt rosult.” Oe 
be oars 
woes, Sut) ‘Entrics will be: nado on ‘official Tino and At baannee. ‘Roports et 
' of all ovortine or compensa atory leavo ae Such. entrics must be: a. 


Bee sete aah gt a Oe : ‘ a an ° : ae a : . i oct _ a) : see Bridgett a eet aie Ee pare 
bone th a NN TR PA LACE SORA aS toning Mera mente erty Rete cA artnet ete ramen nnn s aren etnn ee i - nemieritaltwemarseniaan’! 


ae ee . 
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(3) An adequate cheek ayaten will be established to insure that 
overtime was actually worked. An inspection will include checking | 
guard registers and reviewing work pecome ss ened during peraode when 
compensatory: time or overtime is claimed. 


hy Compensatory leave to the credit of seeilavess at the date of 
issuance of this Instruction will be used within 90 calendar days from this. 
date ar be forfeited, Such leave will not be reported as required above, 
ce oe whl be. handled as heretofore. 


f 
t 
: 
i 
| 
| 3 wae _ i en See ee ee ee te Je { 
| a eae eo : Holideys d. ae - ae ; iN) - * BR, eaaaaneee | ion wee ee, 
| ae YVork to be performed on a. holiday for which ‘us ae will be 
f granted must be authorized and approved in advance in the same way as over~ 
time, An employee can be excused or paid holiday rates only for that portion 
i of his tour of duty which actually falls within the 24-hour holiday period, | 
not to exceed 8 hours, Compensatory leave cannot be granted in Lieu of holi-+ 
| mee : i — aa ae ; 
j 
f 
{ 
| 
: 


be (1) The following days are established by law as Legal Holidays: 


/ 1 January m= New Year's Day 

| 22 February §SSS—=<Ct«~C*«‘“ SCs ington Bartha 
: BOMay - Memorial Day | 
| | 4 daly | yon * AP ge thaspeuaende Day 


First Monday of Septenber - Labor Day 
11 November _ = Armistice Day 
Fourth Thursday of November - Thanksgiving Day 
25 Decenber | | - Christmas 
(2) Whenever any of ihe? above holidays falls on Sunday: 
(a): The following Monday will be. officially observed as 
- the holiday by employees whose regular work week ds. pony, 
_ through Friday. 


(b) Sunday will’ be officially ‘observed as the holiday by 
comployees whose regular. work week includes Sunday. . 


eB) ‘When a lecad: Holiday falls on other than Sunday,’ there wi 
be no additional non-work day unless proclaimed by the President as oe 
indicated in. 4.) below. | : . = , 
(4) Holiday. provisions sehen than ‘those specified by law are ne 
announced by Presidential Froctanatsca, and ee will be officially | 
notified, . we 
ee 


ame m S Ma DURA REAP bt ey mrapeaptne in! eon emne cette teats tin ye tos etnemtiinae aie pmee ATO NRE 9 siiSyig Sos : ae 2 ss it oats ard © Pane ig i 
aac et oreiv crn asain vig poe ne meh LOA AMAA il REED SAME th Ur engel AD Ale AL PAR Rep renee ee ah aateninemntit in| enor cinet pet nmteenoaeeencnnim gay 8° 
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raat. 


ec oe Ay, a te 
. ody ‘ * fo os od ; : ns ooh 
, JS ¢ : PE “yt a” 
ide : 4 cr ” . : ie 
a ; 


p48, “Mant Ditterontiay .s 


— 2. 

i Qe An additional 10 per sent of an employee's base pay will be . allowed: 
for work performed botween the hours of 6:00 PM and 6:00 AM Standard Time — 
when, such hours fall within the employee's regularly scheduled tour of duty. — 

Night differential cannot bo claimed for time used in obtaining meals. ~When 
domputing night differential reference should be sade to the attached -table 
which shows tho maximum hours of night differential that can be claimed for 
various tours of duty. 


be Payment of night differential may be nakwebieda for night ev 
performed when an employee is temporarily assigned to a regularly scheduled 
tour of duty other than his own. Proper notations, in support of such pay= 
ments must Bppser. on ‘the | Time and Attendance Report. 


aan ean 


19, -Tormina). Bae 


ag Annual leave must be liquidated by a lump sum payment when an empLoyoc 
is separated from the Federal sorvice, or when transferred botween positions 
which are under different aeeye, Rahal L.Ge, aaa to tomporary or vice 
versa. 


‘Timo and Attondance Reports (Standard Form No, 1130) 


a Time and Attondance Reports will be submitted in accordance with 
ane tree Tone issued by the Budget meer: 


ear emt tt NE ITER PRC TTY BAO AAA A tat RC RT OE A AI SE ORE MENTE CET a 


De Two copics. or ‘oxtracts of ‘the heiea Serviecs orders will bo givon 

to the appropriate Time and Attendance Clork to bo submitted with tho first 
Report showing military leave, If leave oxtonds beyond that reporting period, 
additional military loave should bo reported on Pupeccuent Forms No, 1130 and 
a. wetlerence made to. tho first Report submitted. 


 -&, «Tine and Attendance Clerks will include under "Romarks" on Form No, 
1130 inclusive hours of eraneiie and/or ecmpensatory: time worked by cach 
omployoc. 


de When night. aiffcrontial is ‘claimed, Form No. 1130 must indicate 3 oo e ; 
the omployoo!s tour of duty. . ae 


Co Correspondence pertaining to unauthorized absenee must be furnished 
the Budget Officer in support of Form No, 1130 on which AWOL is reported, 


i gke Dosienationg. i | | . | — ; : 


/ Be Assistant Dissdtors and Staff Chicfs will submit in duplicate to 
7 the ‘Budget Officer. separate lists of ea authorized to: - 


RINE SE Ta tent taney seni ea soap nmoeremacermanen are rere oe ee mina nee ne Ae TP arr ate ene mee ane a nea gtd en 


(1) Receive and distribute salary checks, 


eon) “Cortify the correctness of’, and submit Tim. and ee 
~ Reports, - ee nes pet eg ae ee 


(3) Roguest epproval ¢ of compensatory | tino or overta ime to: be worked,» a. 


oo 


SE a ed. as tal et ase piss erate neers nmr teneatieinnenemnnenatens itt LIAN G4 eas sinn eimangnmdtieamotnedboranteiae A 


: | ap taaaetaambentanarinnaatanmmemiemneenmt semeene eamentamtammanaer ac cenobsetene seehates tauetic ns scicibad 
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eee Me es : A co 
. ee re . : S . a re rag agen 


Be The | shove lists must be kept sateat at all tines » and should be : 
provided as indicated by the appropriate at tachment . 


22, Native and Foreign National Euployees . | ou, ee “ao : 7 | 


This Instruction should be used for administering leave and payments 
to native and foreign national employees at overseas installations insofar 
as itis not inconsistent with local laws end practices, Any doviations 
required by local law or. practice must be reported to the Budget Officer, 
“and approval cbtained before action is taken, Such report must furnish 

recommendations and a copy of the applicable law or regulation, . 


"POR THE DIRECTOR OF CENTRAL INTELLIGENCE: — 


* 
LL 
ok 
Nepncty 
# 
Neos 
Nagi 
af 
* 
& : 


STATINTL 


QATmOHONTS: = - err Ob tend 
1, Wight Differential Table a | aoe 4 
Ry. Form Letter of Dosignations | ade meas 3 


| 
| 
a 
| 
oe 
le DISTRIBUTION: A 


eNO a a ee 


oS rhodanese gimaamnmamermamamracarnaimaateciraen tsser ism 1g ts St St mnie . be on re tavnrsetee sents any Aine A hot eantnmeategemba ee wi 


aac TERA Po ae a pre NCEA come 
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ane oot eaten thst theetennnenatim grein tunities feet nab seta dnt Coe yan 


ou eee : ON iim, ated & 
' 5 ) ‘ eee 7 a 
NIGHT DIFFERaN NOTAL ; 
fe ye Fee Gee es.” HOURS: OF ‘HOURS OF 4 
Se cose. NIGHT Dire: | - NIGHT DIF- i 
TOUR OF DUTY LUNCH PERIOD FERENTIAL . TOUR.OF DUTY. LUNCH. PERIOD FERENTIAL 
1000 ~ 1830 1400 = 1430 Be 2000 = 0430 2400 = 0030 8 ; 
1030 - 1900 1430.+ 1500 1 2030 - 0500 0030+ 0100 °#£& . 
1100 ~ 1930 1500 = 1530 1s 2100 ~ 0530 0100 = 0130 8 4 
1130 = 2000 1530.~ 1600 A 2130 = 0600 0130 - 0200 8 
1200 ~ 2030 ° 1600 = 1630 ak 2200 = 0630 0200 - 0230 - 74 : 
1230 = 2100 1630 ~ 1700 3° 2230 ~ 0700 0230 = 0300 7) 
1300 = 2130 1700 ~ 1730 3%: 2300 = 0730 0300 = 0330 6d. 
(1330 = 2200. 1730.= 1800 4} 2330 ~ 0800 0330 = 0400 6| 
1400 - 2230 1800-1830 4/ 2400 = 0830 0400 = 0430 5d ; 
1430 ~ 2300 1830 = 1900 As 0030 - 0900 0430 = 0500 3h ; 
1500 ~ 2330° 1900 - 1930. 5} 0100 = 0930 0500 = 0530 Ae : 
1530 = 2400 1930 = 2000 5 0130 = 1000 0530 ~ 0600 4} 
1600 = 0030 2000-2030 +~3~=s 0200. - 1030 0600 ~ 0630 A 
1630.~ 0100. 2030 ~ 2100 6+ 0230 - 1100 0630 = 0700 3S 

1700 ~ 0130 2100 = 21307 0300 = 1130 0700 = 0730 3 

— 1730 =~ 0200 2130 ~ 2200 te 0330 = 1200 0730 = og00 as 

1800 - 0230 2200 ~ 2230 Bo 0400 ~ 1230 0800 = 0830 © 2 

1830 ~ 0300 2230 +2300 8 0430'~ 1300 0830 = 0900 14 

1900. = 0330 2300 = 2330 «~3=—g 0500 = 1330. 0900 = 0930 1 

1930 = 0400 2330 ~ 2400 8: 0530 - 1400 0930 - 1000 he | 
mo ; hie : : | : 
4 
be Cin oe 
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MEMORANDUM i ee 


FROM tk 


SUBJECT F Designation of: (check « 1e only) 
| , Cay sianeab. Clerkse 


~( ) Authorization to Sign Time and “Attendance Reportss 


( ) Authorization to. Request Approval of Compensatory 
aan or Overtime, 


ae le ‘he following employees are authorized to perform the Subject 
EMPLOYEE 8 SECTION §=—~—S—s SIGNATURE OF EMPLOYEE 


Ne ORR ELAN es nee oper ps mutant ce pneu ane e_enene enemas } 


| 
| 
| 


Be” In the event this cesi bennt ion is revoked, fully or partially, are | 
you ‘will be so notified, The: names and specimen. signatures of Pepa eameate AS 
will le submitted as requireds . Bit ed 


SL a : + (Supply of this Form may be. secured 
2 ee from, the pune Oerteta 


é S Pease ecg : : . eat Se ean Fe te eat IS Sa ee cae ree 
ea ete eaten eta sre scetretaensenmantemmnnent : : 
het neeat ith vet pt carter tilhenana te beget ti . in Snes ; 
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pe 
STATINTL sae | | 
| 3 | ROOTRICT Ey y 


Wp 
va 
U2 Way 1949 Vf - 


SUBJECT: Submission of Tine and Attendance Report Based on Stondard 
“fime Whon- Irregular Tours of Duty are Involved 


RENORA NOUR FOR THE RECORD 


1. Since sone questions havea been are Adeeeiont to the issuance — 
of Administrative Instruction dated 22 April 1940, it appoars 
desirable that thore be outlindd Tor informational and record purposes 

‘the basic reasons why it was considerod necessary to require all reporting 

z on Forms 1180 covering irregular tours of duty on a Standard Time basis. 

: The primary reasons for auch a conclueion and the issuance of appropriate 

; instructions aro as follows: 


STATINTL 


a. The Comptroller Gonoral of the U. 8. in a decision rendered 
on 3 Jenuary 1949 (B-75819) ruled oat it would ‘be a 
requirement for all computations involving night 

differential to be bases: on Standard Time "avon though 
“Daylight™ Time was being used in the area concerned. | 
the Comptroller Goneral further indicated that it was 
desirable to nse “Standard Time” in reporting on 

Form 1130 since such means of reporting would “lessen 
confusion", This viewpoint has been taken by the 
General Accounting Office site auditors who are 
performing current examinations of CIA vouchered fund 
SGCOUnTS s ; 


b. Various time zones and different situations are ‘Amvolved 

if _- an the preparation and procassing of payrolls. In sene 

a oe eases variod conditions are reflected on one payroll such 
TATSPEC _; oe : . as the which Includes omployees locsted in 

| : | | and the metropolitan area of the : 

etrLet of Ca &. The complexities with which a: 
payroll auditor is confronted in 0 case of this kind 

are considorably aggravated 4f the reporting on Form 

1140 is done on other than a Stendard Time basis, 


6» Pravel and transportation is, as a gonoral rule, in 
3 accordance. with ruling made by the Comptroller Genoral 
of the U. S. based on Standard Time and computations 
_ dncluding a determination ao to tho Leave status. of 
= ; OR individual while at a temporary post of duty must 
on | : be compared with the information shown on the Time 


— a : 7 ; ee T% i : = ie 
: *y ‘ 7 : es , : : : F bow | rN 4 Dae 
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ee at M my) 
Ae 8 gH te oe 


cman z 
hy de® 


and Atbtendanen roports and vongequently individual 
analyses and determinations would have te be made in 
each cage by tho Payroll and/or Travel Auditor. 


ad. the requirement that reporting be wade on a Standard 

‘Cine basis for all irregular tours of duty as set 
forth in Administrative Instruction[_|meaxs thet 
all Forms 1150 covering employees who have rogular 
tours of duty will actually be considered during the 
“Beylight” season on the basis of 7:50 A.M. to 
4:00 Pil, for el] purposes of payroll computations, 
Leave, Travel, ote, This means that from the stand- _ 
point of the Time and Attendance Clerke whe are 
reporting for the variouc offices and locations as 
Well as. the Payroll aud Travel Auditors in the Budget 
Office, only a relatively fow individuals who are 
performing irregular tours will have to be taken 
inate consideration when Forma 1130's are propared 
since for the regular tour of duty no showing of 
actual time that work is conmmonced or ended is 
required. 


6. The preparation and eudit of payrolls on ea Daylight 
Time bagia would be most difficult and tine consuming 
Since the complexities of the separate requirements 
occasioned by various tours, locations, activities and 
accounts would be considerably greater, As an oxample 
of the complexities which would be involved in the | 
use of Daylight Time is the fact that all computations 
ami reporting would actually have to be cougidered 
om. the basis of 7:00 P.M. ta 7:00 AWW. fer the purpose 
of computing night differential sinca such differertial 
ja required to be figured on a Standard Time basis | 
and involves the 12 hours from 6:00 Pilly. to 6:00 AJM, 


_. 2+ In aualyzing this entire problem it should be borne in nind thet 
the original basis for paying a might differential ws based on conclusions | 
that additional pay should be made to those empleyoos who wore required. 


“0 work during periods of darkness and non-business hours as distinguished . 


from daylight and reguler hours, Ths reporting on a Standard Time basic 
thus affords consistency throughout, not only from a standpoint of | 
mechanics involved, but also from the viewpoint of the basic reasons 
why night differential is paid in accordance with "Meridian" Tine during 
tho hours of 6:00 P.M. to 5:00 Ai. _ -_ 

3. There are many other individual and detailed items which. could 


“be. enumerated in addition to those outlined above which would reflect. 


ce, oe 


ay Be. wove ee rae 
BS Renta? ti EWE ey OG he Se 
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Qe a6 SOO me : ; 7 , a ae ? re 
/ ga i ne ie “ is “Ve " /~ : ren y 
f ‘ me ae sy a : a ee o a Rio ENG cre 
5 tee a ee ee o 9 Se 
ie | the need for tho Standard porvinig’ oaiiteaest as sot forth Axi ra 
STATINTL. . Adninistrative Iastruction However, it appoars fairly obvious » 
Peery a oh the basis of the daformation naw et hand, that a general requiresent 
| should be adhered te for uniformity. and consietexoy purposes and that. 


e . the use of the Standard Time basis will assist greatly im effecting 
a sinplification and eliminating confusion aa compared with the mochanies | 
of piel on & Daylight sosles| Tine ‘basie. 


i 
i 
) a 
STATINTL | 
: 
| 3 Be ae! , 7 are Repu y Budget Offileer 


STATINTL | 


. | be nv 1S 
ester Lnwoe BuvicH 

| - 

cern ierey 

| REoiaisi ci 
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MEMORANDUM TO: ALL ADMINISTRATIVE OFFICERS AND TTME AND ee CLERKS 


SUBUE 307 : ‘Preparation of Rorne: 1150, Time and Attendance Report, 
. and Related Data 


REFERENCE : Administrative Instruction — "Time, Leave and Pay". 


-l. It seems appropriate to request that personnel for whom you 


maintain Time and Attendance Reports be advised to refer their questions 


‘to you first for answer. This will eliminate, to a large extent, some 
of the many routine calls to the Pay Roll Division, Fiscal Branch. If 


possible, it is desired that you answer the employee's question, based 
- on the general information that has been furriished you; however, if you . . 


are not certain of the correct answer, and desire to contact the Pay 
Roll Division for clarification, this memorandum is in no way to be 


interpreted as an objection to your calling that Division for assistance 


in obtaining the appropriate answer for the employse. 


_ 2, Leave transcripts from other agencies do not always reach this 
office as rapidly as they should. Until such time as a transcript is 
received in the Pay Roll Division, the leave records reflect only the 
amount of leave to the employee's credit since his date of ontrance 
on duty with this organization. In order not to inconvenience tho 


employeo, and because of insufficient time to trace the leave transcript, 


up to ton actual working days of sick and/or annual leavo will be honored | 


for those employces in whose casos it has boen established that leave i 
to bo transforrod from another agoncy.e In such cases, a statoment, in 
writing, must b2 submitted by the omployso attesting that ho has a 
sufficient amount of leave availabi> and the name of the Government 

-, agoncy, with address, from wnich the Taive will be sransferred. Such 

_ statements must bs approved by branch or offices chisfs, or thoir 
dost eneced:coprasental (ies; ome aueasnah to ine vemm 50; spe s 
By teueaes mopory: on which the leave is reported. 


3. Your ere is invited to the necassity of coopornting in 
mesting ths deadline for tho receipt of the Forms 1180, Time and 
-Attendunce Report. It is mandatory thut all reports be prepared with 
the utmost precaution and delivered by hund to Room 207, Central’ 
Building, to insure their arrival in the the Pay Roll Division. for audit 
not later than 4;00 P.M. on the Monday following the close of the 
reporting period. Upon rocsipt of n written request, special arrange- 
ments to #xtond the deadline dato will be made for those offices 
locuted « considerable distunco from Washington, D.C. 


% 
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tical genta tay eta ARTS sh Da AE A 


qo be SUneE eods; 


assigned. A pay roll list containing ‘uhe names of omployses, with ‘spaces 
_designnted for signatures, will uccompany euch group of checks. » The 
‘signed pay roll lists ovidencing recoipt of tho checks by the employees 


-socond workday following dolivery of the chscks to the Payment Clerk. | oe 
Undelivered checks. accompanied by a menorundun stating the renson for eee a 


may require special handling with rogard to the delivery of an individual 
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4. For omploysos debi tine for. overseas as aah nae. Form 1130 shall. 
bo forwarded to the Pay Roll Division not later than 4:00 P.M. on tho .day 
following the depurturoe of tho individual, with a notation thereon showing as : 
date and timo ae the emp hey. dopurtod. 


5. Regulations roquire that Forms 1130 be: ee Sitigs Experisnce 
has revealod it is advisuble to prepure, the Forms 1150, for sach omployee, 
at tho boginning of each pay period. The "Regular" column may bo complotad 
at the beginning of the pay period to reflect the full 80 hours in a pay 
status, unless thore is a possibility the smployeo will be carried in a 
Leave Without Pay status during the period. The daily posting will be 
necossnry only for thoso omployees who take loave, perform night duty, 

or who work compensutory time, ovortime, or ona holiday. (In this wy, 
tho Time and Attendance Report will reflect nt all tines tho status of 

the omploye:c on nny day during the pay period. Inspections will be- 

mads to determine that these records are maintained on a dnily basis. 


6. As the orgnnization grows, it becomes mors and more difficult 
to meot the pay roll dondline estublished by the Trensury Department, 
und requirements cin be complied with only if the Time and Attendines 
Report for cach individual is reccived by the Pay Roll Division within 
tho time. limit sot forth in Parngraphs 3 and 4. A log is maintained 
in the Pay Roll Division, showing the hour and date Time and Attendance 


Reports are received from euch roporting unit. Whenever such reports _ dra of 


aro not delivered within the specified time it may be necessury to aA 
stop salary puynents to the employees: for whon no. reports have been 

received. The oxtreme importance of observing the tine limitations 
of huving Time und Attendance Reports in the Puy Roll Division by, 4:00 Pele 
on the Monday: following. the closs of the fourteon= “day reporting period 


7. Salary checks will be distributed by tho Pay Roll Division to 
the Payment Clerks of the brunch or office in which employees sre 


must be returned to the Pny Roll Division by ‘the close of busingss tho. 


+ 


BOP e te ar must bo roturned at the sane eats 


Be: ‘Tt is unde stoed that, by wewtne of necessity, certain cases 


as os : on cee la eet gee aetna of 
ace escape heer mettenntnt opin hetemeementartar rath ln martinha Sm RmNteArAe eUnighatetrto ene LEVEE em sana IGNITE rip amatonars ween atm 8 Tee oye! ev ern ait Oe 
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out by the omployco involved and tho Pay Roll Division with the knowledgo 


9, The Payment Clork must exorcise oxtrems care in the handling 
_.0f checks in order that they. may not become lost and to insure that | 
| ice ‘socurity is not violated. ce: 


: 10, In tho event an employee will be absent from duty on pay day — 
aa and is unnblo to pick up his. chock,, he may, if. ho desiros, have the 
chock muiled to hin. A nonorandun must be submitted through supproprinte 
chinnels to the Pay Roll Division requosting thut the check be mailed, 
including muiling instructions to bs followed. Should tho employes: 
dosire to have his chock forwarded vin other than ordinury postal 
dolivery (i.o., by sir mail or spocinl dslivory), the required postage 
should be forwarded with the nomorandun. Enployexs should discontinus 

: sonding stampod, solf-addressod envalopes since checks aro mailed in 

ey _ Tronsury Department onvolopes. ae 


11. fo aid in the execution of Tine and attondance Reports and to 


instructions for the "Preparation of Standurd Form 1130, Time and 


- 2 a Attendance Report", For further information with roaspect to Agency 
STATINTL | ‘policies and-instructions concernin Tine, Loave and Pay, refer to 
fa” ot Se Administrutivo Instruction =a nted 22 April 1949.. 
© STATINTL| 


e e Dy u 


Budget Officer. 


_, Mt nteereeneymng ea ntanahaheyDen ay bintratNaetne rrren mnt 
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pay chock. In such instunoes, tho details of the dolivary may be worked 


Ke aa _ and concurrence of the branch or office in which the omployoo is workin;. 


a7 facilitate your work in connection with this function, there are attached « - 


peer ern alee a 


prow i ce 


tte peaies tin Nat an si eimtlAsheak ne njumeeee na nak Aaenbacmmetsc ein congue we Meta mine Soa Neer ok Men ea taecewerde dt 
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« 
Niet ales ete 


PREPARATION OF ) STANDARD 1 FORM 1130, TIM. AND ADTENDANCE R REPORT. 


In order to maintain uniformity throughout. the Agency and to 
_conforn to existing rules and regulations, an audit will, be nae of the 
‘Time and Attendance Reports currently submitted. Therefore, is pecnat 
_ the Pay Roll’ Division, Fiscal Branch, to perform this function setise 
faotorily, all Forms 1130 must be uniformly and accurately soupieted 
| “attached is a sample Form 1130, baariie numbera is pereuties Gas, 
to which the following sapiens 

oan, Name of employee (topenritton = or printed in ink - last 
name , first). arrange in Micha weeuees order before forwarding te, 
the she Pay Ro Roll Divivions 

(2) Heme of: Branch or DeFice? ghowihe Division, Section or other 
reporting Unit. | | | | 

(3) beer. | 
(4) Reporting period. . 
(5) The colurm headed "Total Hours" will be left blank if the 
rote is performing Q Reeuler. established ‘tour of duty. 

duty is performed on an irregular basis, or if an employee goes 

-on Loaves the "Total Hours" block is. to be. completed. Do not 

ong the spaces pposiadd ufter the captions UPiret Wook Total", 

and "Socond Week Total". | | | 


- After ‘the caption "Poy Poriod Total", insert the: totela , applicable 


to the period, Leos total the column headed "Regular", No/t", eto. 
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eee eine. 


rte pence titer el ten nt tennis ee oe" neve see . sane r= ‘ PEER ie aca . - . 
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foe es 


re) Bimo worked - undor the colum headed "Rogulor" insert the. 


_ number of hours of peeve tine in a “pay status. Hours in a 


pay status must always be shown. as 80 hours. for. a two week 


period. if the employee is to. receive a full two weeks pay. 


Anerororay when an employee, is in an annual, eraky or. compensatory 


lenve status, ‘the oolutm headed "Roguler" will Brew 8 here for 


thie any and the a of leave taken wid be recorded in the: 
pertinent "Compensatory" ee Mgd ox" or - Yannual" peene 

The ee lui headed eegiaes will show less than 80 hours for a 
“two ale period When an employee is absent without eave | or in- 

a Leave Without Poy status, in which case isiaa ie information 
will be recorded in the applicable column. ‘Under iis column 
headed nt /p" insert. ‘the nuniber of Hatite of night: duty ort 


Whonover | an employee perforns a rogulerly scheduled. tour of: 
_— 


‘ Suty: which. falls pertinlly or fully between the hours of. 6: 00 P, Me 
| and 6:00. Ns Mey Standard’ rd Tins, an additional 10% of na: base. pay 
will be allowed for services rondered during said hours. 


| The ag and Attendance Roport must: indi cate the employee's tour - 


ce of duty me 


erns of Standard Tine whenever ani ht differential 


is claimed. Night ditforential cannot be. clained for tine ee 
| in obtaining meals, one 


idee: ‘tho: column headed a No/t” insert the nunber of. hours. of 
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feral iececentage temimernmnn orton aac Se esata taeitahadeeneren satascoomiinelniiiet rietearenerae ereemeemanmm EE ois eipatuiaes, Se peat Roadie eld Sahade! weeps bien: saab it eh ert ea cilia 


eee e a : - ie : : aie 7 = : LIENERT RES IES LOGOS ETAL NTE NE OE NE OT ALDER Tio . : ae ae 2g 7 


ane wen acai ntaderter nc tndnoemanemmeanenel 
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Se 


‘overtime worked and in the y ronarkes _column show the inclusive 
hours of suoh overtine. _ The employee performing overtime gait 
initial ‘in the Preren space for all overtime work. 


When on amploy ee works on a holiday and is ontitled to postdey 


pay, the column between "o/t" and "Compensatory should be 


headed 4 "Holiday" and the number of hours the employee actually 


worked shown. 

idnaer the first colurn headed "Compensatory", igscreahemaumbe 
of hours of compensatory leave sarned. The "Remarks" column 

must reflect the inclusive hours of nll compensatory work. The 

snaleyod mast initial all such tine worked since his initials 

are tho only none of determining that: an lection’ to take 

gersenan tery tino off in Frou of overtime compensation has been 
TUAAO © An lection may not be suvecguencly: nenay 

(7) Tine, absont - Under’ the columns headed "Compensatory", 

"OL", "TWOR", "si ek" and"Annual", insort, the number of hours 


‘tho employes is absonts 


The colunn headed "AHOL" nus t show the nunbor of hours: an employee 


was, on uncuthorized leave. and the "Ronarks" colunn must reflect 


“disciplinary. nection to be ts akon. a case of disoiplinary aétion, — 


- copias of all correspondence pertaining to whe case. must be 


- furni shod the Poy Roll Division : in | support. of ‘the Form 1150. +o 


Ba tlc eS pete Tsien 2 teen eg aaa beceenata di alle Aka NL RLS AOE ARH ve mm COE RN neeaniteenteiniidtneninlintomatitammertncr neti ec 8 ined alee yale Race amet antaaienae 
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uae 
| Under the count headed "Other" insert the nunber of hour's an 
‘omployee is on eoure or military Vanee. or. leave for election 7 
purposes, aig ch. ‘proper notation at the as of the eo ints 
(8) Under the. cdlunn. headed Ninitiais; the employee! must 
| place ihe, initials opposite the Pe: ) eee cortifying 
to. over ting or conpenstory eine worked and any absence during 


Samia pay period, An internal systom should be ‘installod in each 


reporting office to require individuals tuking leave or - performing 


overtime or compensatory duty to report promptly to the dosig- 
noted Tine and Attendance Clerk for the purpose of initialing or 


Signing Standard Form 1130. -In case of absence due to illness, 


the "Gortification for Sick Leave" must be signed by the employee _ 


as his name, appears on the pay ‘roll. hen sick leave is in 


excess of three ‘days, the certificate! on the reverse of Standard 


Form: qs “appli ontion for Loave" must be executed by a . physician ne 


“oF practitioner. When a _ certificate is. ‘not obtained, Bf explan= 
: atory statonent must be inserts a under "Remarks u to show the 
reason for fo lune ‘to secure a certificate, When Form 71 nes 


been properly executed, it should be att ached to the applicable 


| Tine and attendance Report for tronsnittal to the ‘Pay Roll be 


os Division. Annual leave should be applied for’: in advances. a 


“abtention. is. “directed to the importance of having omplayoos 


Meemeets sip ote tema pes tengetbenesiaee ge teats EEK cn ceed eda ste vanunas iat aaenmnenntn ale ranrmeinninannaneenel Ten itneranetnininhintrinarirdetsdens Dante inte avcntdaney etm octet and bo eanees eset 
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D Ln e i 
| 
od 

7 


— ~ : = aa | - 7 : fe : i: 
initial, or pian asians iH full, oa required, for all leave teen. | 
Initials or signatures are the only means by which it can be 
"verified thet an employee has taken: lenve, should he at some : . 4 
future time dispute leave charged against his leave account. | | a 
Th’ the absence of initials or eignature, the Pay Roll pivieven - | 
will noug that the charge must stand as reported and information : 
will be given as “to the name ef, the. Tine and Attendance chen 
: “who reported the charge. If an. ‘omployes is unable to sign or . i: 
‘initial the Time and abvendanee Report prior to forwarding it 
to the Pay Roll Division, the Time and Attendance Clerk should 
place a notation "Form 71 to follow" in tho “Renarks" column 
 9f Form 1130 ee secure a Form 71, properly completed by the 
individual involved, showing type of Louve, with applicable : BE ica | 
“hours and dates. Tho Forn 71 should be approved by a responsible : 
officisl of the. branch or office and forwarded to the Pay Roll a 
| Dirtaton. where pee will a attached to the epics Form 1130. | ; a 1 


Prior to the required dato for forwarding Forms. 1130 to. tne Pay 
Roll Division, the Time and Attendance Clerk should ‘make: a | 
thorough review of ouch open | cae 
=e The officially designated Time and Attondancs Clerk must i 


 cortity + to the: ‘correctness of ‘the ‘Time. ona Attendance Report, 80 Se) 


enim asehoyap sarees secrbrece miietewont lesiremt se henderson seni ti atta in os Saccnce " : ste mani : ne : : 
eect ca retire He cimanieae ‘ ence A RPI SSEH TORRES PTET NE ORLA NSNTA ah oot meenmanmesmeanrar ar CAPIG St BART IT SOR Cnty 
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a6 ed! 


- showing his "telephone extension above hg signature, 
a (10) In this colunn record the. omployee's tour of aie if 
other than 0830 to 1700. -Tews ee i 3 4 ae 
| (21), ‘Rocord in this column any oxplanations, unusual adjustnonts, oe oe a 


or uncommon tours of - aubyi : 


vemmbsie bees Bares HathNce, PvE 


SORE Yaa a ed neat al 


Le Leesa therntete erty Avent else Ei sna Wi marge pmotasd avant! weiner aunteciaingeminiecbire washes est Fie 
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TIME AND ATTENDANC 
7 - REPORT 


| : F : | | a : a oo 
“eaten : x é peat lean TL tie ae on a cod ee 
ee accrued during this reporting portod.:._... - ; ae eee (eee ( | 0) : 
ee _| Aggrcrate of loate available during this porlod........cec--.-------- He ee ashe ae 
7 a : 
qeaatact onto un | ot | fram we [or | SRT 
Vip ay Como Oe tae | be ee cd 
REMARKS a es 
: ae 


ies} hae 
ae 


| an 


a 
TILE 


ira co be 


COMPENSATORY TIME 


Brought forward ....-..ecsescance = i: , 0 : aoe roe Tel: 
Worked this leans ob is rt 
thls pay period........... | < Certified . vorrect 
Total for this pay perlod........ |. ~ LW..0. P, total for calendar year to ond'of this pettod........| | =. 
‘. Wsed this pay period. ccccessce ne fee : : ie "Cortification for Sick ‘LEAVE. ; ; Ss : oO | ) 
_ Be lee are I certify that this absence was due to illness which tncepacilaled Te ae ee 
: Pald this pay porled.._.....-.-.-- : me for duly. f : 16—46601-2_ aFO . (Supervisor or timekeeper) _ 
Balance at end of this pay po = se = : 
sistant Md casts nc Spo rheoa GERI Sciae soca a ere uetantscceageneeehge me ‘onan tenaerttacnns nevsNt ome meninimitmthc ttt eet nant ninenentinnyeriwenenaninetyentnnitnlaesiaathgaieseneeremnnenciedd 
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-STATINTL & oa J) RESTRECTED® 00 
ia _ CENTRAL INTELLIGENCE AGENCY 
Washington 25, D.C. - 
Ee 18 Hay 149 
STATINEL.| yo eh fy cf ee Cr 
PROH: Budget officer | | | | | | 


SUBJECT: Preparation and sui ssion of "Request for Approval of Overtime! 
ae et C14 Form 32-3 (Continental U.S. only). . 

STATINTL | : | : : 
a | 1, GENERAL: Aduinistrative taetruction [_] covers the authority and basic 


information relating to the spproval of overtime. This statement covers prepara- 
tion: and use (of the forms required. 


2. APPLICATION: Mequest for panes of Overtime", Form 3293; is. thee form 
prescribed “to be used in transacting coverage for overtime wor'k (whether. to. 
be liquidated by payment or compensatory time ort) as required Py a activities 
of this Agency. — : . 


3, PREPARAY (TON OF "REQUEST FOR APPROVAL, OF OVERTING" RTT" FORM 3293: A copy of 


- Form 32*3 is attached to this release for reference in in view of the pon Nene. 
preparation requirements? 


A. Identification | Information 


(1). Bo: If overtime is to be oni by. Sea cneeds peresunel. 

' the. overtine request will be directed to the Budget Branch, 

If overtime is to be worked by unvouchered personnel, the over-. 
“time mequert: will be. forvarded to the pone ientiay Funds as 


4 


aCe Date Romestod: The dato the overtime: form is prepared. 


(3). From: The: office and name of allotment account for anton: 
overtime. work: is. Pegten weds . 


ae 2 (4) Room, and Buildin ngs The office to hich the requests, sub=- 
gine tae A ae sequent LO: approval action, will be returned, . aah 


: (5). ‘Allotment. Symbo: : The account . cruel of the eiotnent. 
~ eecount to. to which overtime requested. is to. be charged and which 
-. will correspond with that oe vhich veeuler: personnel ser= 
vicos are charged. a 


“ay Date: Spe ecifios the period for which ovortime is: requested. - oe : ose 3 


Be Agipwoval: in. Advance ¢ of. ‘Timo | Horkods” ‘Administrative : 
- Instruction quires ; that ‘overtime approval"... 
& ee a must, be obtained prior. to ordering compensatory time. or | 
oe ae Se ae ee “overtime! u ince somo timo is requires for exchange « Of. 

Age a re a oe beer ee RESTRICTED 


poate eg balan se ae Hine ron weer ittewante ont mneennpis ei aot ete 


OBS “authorization for Overtime. ork. as. Indicated is 5 seauastod + 
| 


-STATINTL | 


toate meatatntte tees meetin 8 serevancnanaa tt tintin pedatrivriepnur-eifmencnriett aint na nareetenetmmn ham semnanSntn esse te NCR Seman 


ES caret mate veptignapeny ite fnanneneancnnnnate nate kein 
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eae 


RESTRICTED — 


oe? pos } io Dw 


ae Se ap 

papor, it is advisable to anticipate overtime required 
by referral of the requests four to five days in advance 
of need, Imorgency overtime requiroments which cannot be 
anticipated in sufficiont timo for formal approval may be 35 hae 

‘Cleared by tolephonewith the Budget Branch eae a, ces 25X1 
In such casos and if approved, a citation covering suc 3 
approval should be shown within the "Justification" box 
including date and name of the person from whom clearance 

was obtained. ° | ‘es : 

b. Requests Prepared According to Payroll Periods: "Time 
and Attendance Reports", S.F. 1130's, are received, computod 
and paid according to cstablished payroll. periods, itequests 
prepared for short periods not in oxcess of a payroll period 
should be confined to a Specific psyroll poriod, Thus if a 

payroll period ends on a given date, care should be taken so 
that: tho pericd for which ovortime is requested docs not as 
"lap ovor" into tho next payroll poriod, - Some operations, : 
because of unusual factors relating to the respective x pe 
activity, may forcsoe the need for overtime work for 
oxtondcd periods, In such cases, Forms 32-3 are to bo 
prepared anticipating requirements for tro payroll periods . 
and according to tho intervals shown on the schcdulo of pay= 
roll poriods which is attached to this statoment, 


(2)  “iumbor of limployoos": "Classification Titlo"; "Grade"; and 
NEstinatod Number of Hours": Theso colums arc for citation of 


the personnel to be covered.in the request. For unusually large 
_humbor of omployoos, this information can be summarizod as follows: 


2 Editor Pg 
‘lo Information Specialist P=2 to P=5_ 160 
Bia Clork=stenographer —. CAP#2 to CAF=4 | 64, 


Although the column ontitlod "Estimated No. of Hours" should - 

-roflect the closest approxinetion for cach category of work, the 
request, if approved, will be controlled to the total hours for 

all catcgorics rather than. by the limitation for cach soparate 
listing. Overtime hours requested should bo ostimated as closcly 

. a8 possible to actual requironents, If, during a given period and | 

subsequent to the approval of a request, circumstances are such as | 

“to justify a greater nunbor of hours than originally anticipated, a 
supplomental request may be submitted, Supplomental requests should - tag 
be cloarly marked "Supplomontal", showing reference to tho approved o3G 
roquost boing supplomentcd and thoroughly justifying the additional is ie 


number of hours roquested, » 
Ge. "Justification: Approving officials are ina position to authorize 


priviloge only whon individual requests are sufficicntly .justificd. 


Accordingly, justifications must be very clear as to the vur osc for which. =. 


arrangements may bo made so that tho information need not be showm upon | oe ae 


nh Talk a Cg ga 
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cs 


RESTRICTED 
ot P= 3 « 


apie "Action Takon't: Leavo blank — 


Be /"Namos. of Forsons Porforming Abovo Ovortimo" and "Actual No, of 
Hours ‘orkod":. Completion of these boxos is oxplaincd cn the faco 
of the form... Note that this information is not to be comploted 


until "Aftor authorized overtime has beon performed", 


' Ae PERSONS REQUESTING OVERTIME APPROVAL: Tho original copy of the request 
re must be manually signed by tho porson authorized to request overtime accord= 
STATINTL | ing to Administrativo Instruction [( fated 22 April 1949. (It is oxpocted 
oe thet designations will not be made below the lovel of office or staff section | 
| heads, administrative officors of the largor oporations 3 Or their immediate 
ee assistants.) The remaining copics of the form may be signed manually, stamped 
ra by foesimile or typewritten, Tho typewritten title of the requesting official 
es should show on all copics of the request, . 
[- tee Se ite A oe aes cS poe er ee 
Oe CUPTES NEQUIZED FOR SUBMISSION: Requosts for Approval of Ovortime, Forms . 
3293, aro to be forvarded in triplicate if the request falls. within one. 
payroll period and in quadruplicate if the request covers ‘two payroll periods, . 
. Upon approval, the disposition of the copies will be as follows: ; 
A, Original, signed by requesting official and approved by 
Budget Officer or his deputy, will bo returnod to the roquest- a 
ing office for attachment to S.F,. 1130 ond forwarding to tho 
Payroll Division upon completion of tho payroll period, 
B, If tho request has boon submitted in quadruplicate, tho te, Ree 
I — Second copy will be. returned to the roqucsting office for = ‘bua Ses 
ode, — .. attachment to S.F, 1130 and forviarding to Peyroll Division upon | Pek et 
fs... : completion of the second payroll poriod, : 3 . ie 
: | C, The other tio copics are for file roforcnec--one being af ; anit 
es oe dP as rotaincd in tho Budget Branch as a rocord copy and the othor. < ee ae 
STATINTL!: returned to tho requesting office for rotcntion in its filos, , i, wees 
| 7 : ‘ : 
{ BUDGET OFFICER | tee: 
eS ES atbachmeng i 6 oe a : gh, cao. 
os 5 Ee ee ae gh 


IS pase eva sim rm cou lr dt ar nda iran aon pe Wapain ata Lapa pol al Seat iN han s ueCUNoee MO shoe inneti rt steer eet onagatbmdiiteae tat 
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Sasa 


v 


RESTRICTED 8 Oo 


SQHEDUL OF PAY0LL PURTODS ~ 


- The following sencdule is for assistancc in constructing Roquosts for: 


Approval of Overtime, Forns 32"3, according to preseribod payroll poriiods, 


In preparing infrequent or occasional requests involving roquironcnts for 


/ ond or sovoral daysy cere should be taken: so that. the period for which | 


ovortinu is roquested is contained within one of the various IAn-day periods, 
Wacnover unusual factors justify overtime for oxtonded periods, requests 


shoulda be prepared on the basis of full 28-day poriods shown below. 


June Poste w Tedder nves daly ) 
Uuly LO. sees cere eercdtlly 23 


JULY he sasacecese sdugust 6 
August TeseecsesseAugust 20 


August 21. ..0+...Soptembor 3 
September 4....Soeptomber 17. - 


Soptombor 18......Octobor 1 
- Octubor Aeeeeeee October 15 - 


‘ Octobor 16, ese 4 e .Octobor 29. | 
Cctober 30......Hovonber 12 


November 13.....Novombeor 26 
~Hovombor 27.....Decombor 10 


-Deconber 1l.....Docombor 24 | 
Decomber 25......, January 7 


January So .eee...Jdanuary eh ae 
January Adveceee FObruary 4. 


Fobruary 5......Fobruary 18 
: “Pobruary. 1g. eae eseoee earch 4 


| March 5.....0..00.eilareh 19 
‘March 19.. o 2 ®eeesuce eApril 1 


: . April Dee * ; ee os oe » April 15 
April 16....ccc0e0/Aprdl 20° 

 Mpril 30s... da ita 

a May Les seas as eeeeee May: 27 


“ploy 28. ceeee efee se edtho 10 
. 7 Juno dA Ses wots s e+ .Juno. 24, ? ig 


a ay REN reeey : 
are : ieee: 
Ree et wees 


Sailer auieettaded interme tennenigt oreaenete eee eee 
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a. Permanent employees are entitled to 26 work days of annual leave 
with pay, for each calendar year of Government service. One day of annual — 
leave per bi-weekly pay period is earned by a permanent employee and credited 
to his account at the end of each pay period. The minimum credit of annual 
leave 1s one hour and additional credits are in multiples thereof, Perma- 
“nent employees who enter on or separate from duty on other than the first 
or last work day of the bi-weekly pay period accrue leave in accordence with 


t 4 } j 
3. Annual Leave — 2 oe | _ - aa Ee, a Maat: ns < ae 
| 

. 

| the following echedule: 

i 


BASIC WORK DAYS HOURS CREDIT 
1 d. 
2 2 
f 3 e 
| i 3 
5 y 


‘b. Temporary employees vexrn two and one-half days annual leave for 
each continuous full month of service. However, no annual leave accrues 
for a fractional service sonth. . 


ae --- -.g, Not more than 60 days accumulated annual leave may be carried — . 4 
forward into a now calendar year. . - ud 4. dine 4 


a. An employee, however, who had on 24 July 1947 over 60 days annual 
‘leave to his credit may aatry over his leave balance as of that date up to. 
a maximum of 90 days, provided he has consistently maintained such balance — 

on the first of each year, after 1947. — oe : : | 


e. The minimum charge for annval leave is one hour, and additional _ ee ote 
leave will be charged in multiples of one hour. arey 


ee ar ‘Every supervisor responsible for approving leave will assure that 
employees are afforded an opportunity to avail themselves of earned annual 
leave. : G ; or 


| 
: 
| 
ee Big Annual leave programs will be planned in advance and scheduled’ 
go as not to impair the officiency. of operations. Employees scheduled for 
| . - leave during periods not desired by them may elect to refuso such leave 
; zs . periods, but refusal may reeult in forfeiture of that annual leave which 


is in excess of the maximum that can be carried forward into the succeeding ae : 
year. 1 ae ye ne Se, ante ae -_: See | x : 
4, Advanced Annual Leave — | 
a. Permanent employees who have been in the Federal service for one 
year or more may; in case of emergency, be granted advanced annual leave 
equal to that which will accrue during the remainder of the current calen-| 
dar year, with the understanding that if it is not earned during the calendar. => 
-year they shall make a refund for ‘such leave. eo ae Bee i ok a 


= 22) 
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bs Application for advanced annual leave will be submitted to the 
‘ appropriate supervisor for review and recommendation, and forwarded to 
ane Personnel Officer, or hie deatenee, for approval. 


Ce Temporary employees will. not be advanced annual leave. 
5. Sick Leave 
a. Permanent employees accrue sick leave at the rate of one and 


one-fourth days per month. or a total of 15 days a year. The minimum 
credit for sick leave is one hour. 


be Temporary suployess accrue sick ieate.. at. the rate of one and 
one-fourth days for each full month of service. 


c. Sick leave may be accumlated. and carried forward until it 
totals not more than YO days. Sick leave is available to permanent 
employees at the beginning of the month jn which it accrues, and to 
temporary employees only after it has been earned. 


d. The minimum charge for sick leave is one hour, and additional 


: leave will be. charged in multiples of one hour. 


(1) Sick: leave will be granted to employees: 


(a) When they are incapacitated for the performance of 
their duties by sickness, injury or pregnancy and Sone nOnents 


(bd) For medical, dental, ontlond examination or treatuent, 
when leave ig approved in advance by the supervisor, 


(a When a member of the immediate family of the employee. 
‘te afflicted with a contagious disease and requires ‘the care 
_ and attendance of the puployee« 


(a) When, through exposure to Santee toe disease, “the 
presence of the employee at his post of duty would Jeopardize 
the health of others. 


“(ey Sick leave must be supported bya medical certificate | 
. c: other evidence administratively acceptable Af the absence is 
 , for more a three work days. 


se - Advanced Sick Leave 


&.. Permanent amplepades in cage of ‘serious’ disability or ailment 
lasting five days or more, may be advanced sick leave not to exceed 30 


days. Such an advance is charged against sick leave which will be earned — 
in the future. No advance sick leave will be eee to temporary employees. 


93 ae 
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- bd. When an employee applies for more sick leave than he has accumu- 
lated or may properly be advanced, the excess leave may be charged against 
accrued annual leave or to leave without PAY. 


c. An employee when terminating from service must. except in cases 
of separation caused by death, retirement for disability, disability, or 
reduction in force, refund the amount paid him for the unliquidated por- 
tion of the advanced leave. . 


d. Applications for advanced sick leave must be accompanied by a 
certificate from the attending physician certifying the nature of the 
illness and the estimated date that the employee will be able to return 
‘to duty. Applications will be processed in the same manner as those for 
advanced annual leave, 


7. Substitution of Sick for Annual Leave 


When sickness occurs within a period of , eared leave and lasts five 
or more consecutive wowkdays, sick leave may be granted to cover the period 
of illness, in which event the deductions against annual leave for thie 
period will be converted. Application for such substitution must be made 
within two workdays after return io duty and must be supported by a medical 


certificate, or other evidence administratively acceptable. | 


8. Maternity Leave 


a. Written applications for maternity leave, accompanied by a doctor's 
certificate, may be approved by the Foreeunes Officer, or his designee. 


bd. Normally maternity leave will not exceed six months including: 
(1) Accumuleted sick leave. — 
(2) hooumilates annual eave, © 
(3) Leave without pay. | 


c. The Personnel Officer, or his designee, may approve additional 


maternity leave upon receipt of written advice from the attending eas 
certifying to the neceee tty for the leave. 


de Immediately prior to the. effective date of maternity leave, the | 


office to which the employee is assigned shall . submit Form No. 37-3, Person- — 


nel Action Request. The sere, anett. execute Form No. ahs 3, Final Pay- 


- ment Clearance sheets 


7 9. “Leave Without Pay 


a. (1) Leave without pay not exceeding 15. ‘work days may be rawtea? 


to employees at the discretion of Staff Chiefs, Assistant Directors, . 
: Salllea't ILE Chiefs of Missions [___]overseae. : 
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the United States or the Government of the District of Columbia, or for) 
jury duty, in a State, District of Columbia, or Federal Court, is entitled. 3 
_ to his regular pay while absent from duty, and no charge for leave is made. 

_ Evidence of attendance at court and evidence of receipt or non-receipt of 

fees are required. Applicaticns for court leave will be pegeeners in the 


ce duty neeeuee of private litt igation, 
ariecs from his official eee 


| not entitled to court or dury duty leave of absence veth Pays 
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(2) Leave without pay in excess of 15 workdays must have the. 
additional approval of the Personnel CERISE. or his Rent ence 


Des Leave without . pey will not be authorized: initially for any period 
in excess of 12 mene 


Form No. 37-3 will be initiated by offices when LWOP for 60 or 
more ealeader days 1s recommended for approval. Standard Form No. 50, 
Notification of Personnel Action, will be issued when such leave or an 


extension or renewal thereof ie approved. 


a. Mipiovesd who are granted an extended period of LWOP (60 days or 
more) will, prior to the beginning of such leave, execute Form No, 34-30. 


10, Milttery Leave 


Snecma memrememm ang Sa 


of the Unitec States. Saturdays and Sundays” will be included in the 15 
calendar days leavo period only when such leave includes the preceding — 
pareey and the Following ee 


b. Members of. the Netional Guard of the District of Columbia will 
be granted military Leave with pay without charge to annual leave on all 
days of service to which they are ordered by competent SUORL ey: 


. Ce Applications For military leave will be processed in the ‘same 
manner as applications for advanced annual leave. 


ll. Cour’ Leave 


a. A permanent employee who attends soiree as a witness on behalf of — 


same manner as applications for advanced annual leave,” 


be panual: leave or LWOP will ve granted when an employee is abeont 
c. An supioyee may be granted court. leave if the value of his testinony aos a 
“ay Temporary , part- -tiine or "when actually employed" personnel are . oe s eo oe 4 


eet Employees who serve as ‘atnbesas or jurors and are granted court | Oe tote 4 i 


or official leave will surrender to the Budget Officer fees received from. 7 
courts for days. on which the employee normally: would have worked, ‘Federal. . na 
‘employees. called. for jury. duty in the District of Columbia are not paid 
gual wry fees. - : 
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ff. An employee who. appears in any court in any capacity must report 


‘ to the Chief, Inspection and Security, for briefing on security eee 


prior oe date of his appearance in court. 
12. Absence for Registration and and_Voting 


Be “Tasofar as may be practicable without interfering seriously with 
production, employees who desire to vote at communities where they maintain 


“voting residence, except where voting by absentee ballot ig permitted, vill 
/ be excused fox that purpose, without charge to leave, for a reasonable time 


on all election days. Further, employees who will be voting in. .juriedictions | 


which ; require registration in person will be excused for that purpoge, with- . 


out charge to leave, for a reasonable time during the registration periods 
specified by the jurisdiction in which they will vote. Such authorized 


-. absence should not exceed the time actually required to vote or register, 


as the vase may be, and in no event should it exceed one working day for 
each election or registration period. 


. In these cases when an employee requeste additional leave for. 
voting or registration which will require longer than one day in order to 
enable him to go to hiy legal residence to vote or register, permission will 
be granted whenever practicable and the period of absence in excess of one 


‘day will be charged to annual leave or, if epouat leave is exheuatedy to 


leave without pay. 


13. Unauthorized izea Absence 


An employee detained by causes beyond his control and unable to report 
for duty at the opening hour, should notify his supervisor as soon ee possi- 


‘ble on the first day of absence. Absence from duty for any cause, without 


prior permission, must be satisfactorily explained; otherwise leave will be 
charged as AWOL and the employee will be sub ject to disciplinary action. 


fo ys ‘Buployoes not Eligible for. ‘or, Leave . 


ape do not. eam leave af appointed: 
_ For service atu sed to portions of: each workday, week or month. 


be For service ander repeated appointments or ‘employments for periods 
of short duration, none of which extends for a full month. 


- @.° For service on a per hour or per diem basis where employment is not 
on a regular and continuous basis. 


15. Leave Balances _ 


Teaye balances should be veqieetal ¢ from the :Bideee: Officer only when it. 
is absolutely necessary that an employee know his leave balances because of 
an anticipated vacation or a prolonged absence due to illness or some other 


- special reason, and he is not certain whether sufficient leave is available - 
_ to cover the absence. Such requests will be submitted in writing and for- 
_ . warded through appropriate Time and Attendance Clerks. Leave balances will 
be. Turnished ‘to employees once. a year. aes 
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authorizing overtime, Native and foreign national employees outside the con- 


prevailing wage rates are not entitled to overtime pay unless required by 


not entitled to overtime compensation. 


lished by each Assistant Director and Staff Chief based on policies stated 
below: Oe ee Ty rh a eee _—— ae Bik 
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‘16, Overtime and Compensatory Leave 


a. Election by the employee to take leave in lieu of overtime compensa- 


- tion (compensatory leave) shall be subject to the restrictions governing» 
overtime and the provisions of this section. — | 


b. Overtime shall be kept tm an absolute minimum throughout the Agency 
with emphasis being placed upon the full utilization of the normal official 
working hours of each employee. _ 


_¢. Overtime work will not Be requested or authorized except in those 
cages essential to meet emergency requirements not possible to meet by full 
utilization of employee's normal working hours. Assistant Directors and 


Staff Chiefs are charged with the personal responsibility for control and 


continued examination of overtime requirements to insure the effective appli- 


cation of this policy. 


a. Within the continental limits of the United States: 


(1) Approval of the Executive, his deputy, the Budget Officer, 
or his deputy, must be obtained prior to ordering compensatory time 
or overtims. A request will be submitted on Form No. 32-3, Request 
for Approval of Overtime, in accordance with instructions issued by 
the Budget Officer, Forms should be submitted sufficiently in advance 
to insure receipt of approval prior to the beginning of the period 
covered by the request. | . | . Ae , 


‘a (2) Form No, 32-3, approved by the Budget Officer or his deputy, 
will be transuittec to the paying office no later than the close of the 
pay period in which work is performed. . 


e. Outside the continental limits of the United States, overtine must 


be approved by Chiefs of Missions[ | or their deputies. They must, ef STAT 


however, have evidence that sufficient funds are available for payment before 


tinental limits of the United States who are. pafd- in accordance with local 


local custom. 


ae No officer or employee shall. be paid, with respect to any pay period, 
compensation at a rate in excess of $10,330.00 per annum. Accordingly, com- — 
pensatory leave cannot be granted in those instances where an employee is 


@. Administrative controls governing compensatory leave will ‘be estab- 


(1) It must be taken within the two pay periods immediately | ae 
- following the period in which earned, or forfeiture will result. - a 7 


cts 3B) Entries will be made on official Time and Attendance Reports _ 
- of all overtime or compensatory leave earned. Such entries must: be. . 
initiated by the applicable employee. . fe Ue ge a eo ee 
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(3) An adequate check system will be established to insure that 

a, ¥ overtime was actually worked. An inspection will include checking - 
Pe guard registers and reviewing work accomplished during periods when — 2 er 
_—_ compensatory time or overtime is claimed. of ; i 


| 
eke 
Paso hs Compensatory: leave to the credit of employees at the date of 
et . issuance of this Instruction will be used within.90 calendar days from this 
date or be forfeited. Such leave will not be reported: as required above, at 
but will be handled as heretofore. : : Poe 


abe, fee dts Holtaeys ba | eg ee og” a dae 


Be York to be performed on 4a holiday for which holiday pay will be 
ae granted myot be suthorized and approved in advance in the same way ae over- 
| -. time. An employee can be excused or paid holiday rates only for that portion 
- of his tour of duty which actually falls within the 24-hour holiday period , 
not to exceed 8 hours. Compensatory leave cannot be granted in lieu of holi- 
day p Ze 


db. (1) The following co ave established by lew as Legal Holtdeye: 


1 January - New Year's Day : 
22 February = Washington's Birthday 
30 May - Memorial Day 


A July s iene? _ » Independence Day 


: First Monday of ‘Septenber Labor Day 


11 November 


Armistice Day 


Fourth Thursday of November 


‘Theikegtving Day. | . . Po 
25 December i ae : Christmas 
ae) ; Whenever any of the above Seiden falle on punday: 


(a). The ‘following Monday. will ‘be officially observed as 
the holiday by emp seve whose soeuier work week is Monday © 
through Friday. : . 


(b) Sunday will be officially « observed as ‘the holiday: rd 
ep roreee whose regular work week includes eee : 


3). ‘Then a ‘Legal Holiday falls on other then Sunday, ‘there’ will ec ete ag 
be no additional non-work day unless proclaimed by the puget deny a8. rr 
indicated” in (4) below, — oe a es ee ea a : 


a (4) Holiday nkeyislona: other. than those specified by law are | fof 
‘anuounced by Presidential. Proclamation, | and Eres will ‘be. giao 
notified. - i aes ine , 
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18, ‘Night Differential . -, “ey Le gt ap 
a. An additional. 10 per cent of an capievest 8 base pay will be allowed 
for work performed between the hours of 6:00. PM and 6:00 AM Standard Time 
when such hourg fall within the employee's regularly scheduled tour of duty, 
Night differential cannot) be claimud for time used in obtaining meals. When 
computing night differential reference should be made to the attached table 
. which shows the maximum houra of BaenM. cifferential that can be claimed . 
for various tours of duty. 


De Paynent of night differential may be authorized for sant oe 
‘performed when an employee is temporarily aseigned to a regularly scheduled 
tour of duty other than his own. Proper notations, in support of such pay~ 
ments, must appear on the Time and Attendance Report. 


‘19. Terninal Pay 


a. Annual leave must be liquidated by a lump sum puynent when an sasioees 
is separated from the Federal service, or when transferred between positions 
which are undor different leave systems, 1.e., permanent to temporary or vice 
versa. 


20. Time and Attenéance 2 Reports (Standard Form No. 1130) 


- Be “Time and Attendance Ranowte will be submitted in accordance with 
“instructions issued by the Buciget Officer. 


be Two copies or extracts of the Armed Spices orders will be given . 
to the appropriate Tiwe and Attendance Clerk to: be submitted with the first 
Report showing military leave. If leave extends beyond that reporting period, 
additional | military leave should be reported on subsequent Forms. ‘No. 1130 and 
a reference made to ‘the first Report submitted, . 


c. Time and Attendance - Clerks will. include under "Remarks" on Form No. 
(1130 inclusive hours of overtime ° and/ or _ Compensatory: time worked by each 
employee. 


a. When night differential is claimed, Form No. 1130 must indicate 
ome employee’ s tour of duty. 


i Correspondence pertaining to unauthorized absence must be furnished 
the Budget Officer ‘in SupEgry of Form No. 1130. on which AWOL 1s peporvere 


ale Designations Male, ag Sone ae i SiO a Bee = ' 


re “Assistant Dirsotors and Staff Chiefs will submit: in duplicate to 
the Budget off icer separate Lists of pereons serie to: ; 


(1) Receive and distribute calery checks. 


(2) Centaty the comrectnets of, and submit Time and Attendance | 
_ Reporte. | : ) ; | aoe ee 
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r 


(3) Request approval of compensatory time or overtime to be worked. 
? as : ; 


oc re mee neces treet ei ne neared cee tates wrote pai memantine ater neennmanieienenettt otra ennai Renmei st Riminynt ne atetnin mtg tnnaaitaretmen mes taet awyrerarmctaiteaiciny tre rani nenettentimemtmehratchen ra Arabi AERA NT RU teat Te ROCT TRI 


Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 


Approved For Release 2003/01/1 7.: CIA-RDP81-00728R000100010043-6 


PSS 


. —b. The above lists must be kept current . at all does P and should de | 
provided ag indicated by the appropriate attachment. 


(22, Native and. Foreten National Employees 


. This Instruction. should be used for admindtetering leave and payments 
to native and foreign netional euployees at overseas installations insofar 
‘ag it is not. ‘Inconsistent with local laws and prectices. Any deviations . 
. required by local law or practice must be reported to the Budget Officer, | 
and approval obtained before action is taken, Such report must furnish 
wecommendations and a copy of the applicable law or regulation. 


FOR THE DIRECTOR OF CUNTRAL INTELLIGENCE: — 


STATINTL 


a. 
| 
[ Acting Executive 
| 2 ATTACHMENTS: | | 
sos foe 3 | 1. Night Differential Table 
ga eee 4 aa: Form eee of. Designations 
baciae™ : _ DISTRIBUTION: - 
odes oe 
3 ee eh "neem en eatin nn serarenate en sage 
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-QENTRAL INTELLIGENCE AGENCY 
Washington, D. C0. 


NO. . 


. ‘SUBJECT: Tiue, Leave and Pay, 


ore cr eNO REE UE AOE SEDATE TOR nnn, - 7 5 


RESCISSIONS: a. Aduiniatrative tastactio | tntet ob sun aie, 


“sub jeut: Time , Leave and 


“b. Administrative Instruction Nol _|astea 4 August 
1948, subject: Absence for Registration and Voting. 


Ce Randa sereterenetrusticn No.[ | dated 17 November 
1918, subject; Legal Holidays. Ce | 


da. <Adriuinistrative Instruction No. dated 28 January 
—1ghg9; subject: Time, Leave and Pay ficial Working 
Jours!,- ; ; 
e. Atministrative Instruction No.[___|dated 15 February 
1949, subject: Annual Leave (Time, Leave and Pay). 
1. gfftotal Morking 3 Yours 


' Tho newme) offietal forking hours for all activities: of the Agency 
are tion 0830 to L700, lionday: though Friday. For any tour of duty in excess 


ef four (4) sense normal, or orhersiee:; a pga minute dunch period will be ay 
-. established. re 


| be The hours: of auty shown. on Standard Form No. » 1130, ‘Time and ca : 
ance Report, must. be shown in terms of Standard rather than Daylight Saving 


Time for employees whose tours. oF duty are other than the normal. official |. 


of working hours, 0830 - 1700. 


a Definitions (For Leave Purposes only) 


Bs ‘Pormanent t_emplo yee ees are those appointed without Limitation ag to: 


-length of service, or for. definite periods in excess of one year, or for. 
the duration of ‘the gob (covering an indefinite. period) and. those who, 


although paid only when actually employed, are continuously employed ‘for. 
a period of not less than one month as distinguished from part-time or — 


-. Antermittent employees. Native and foreign national employees overseas 
~ are ) considered & ag: ys permanent ii ge ea for loave DUTPOROS only. |— : 


Te enp orary employees are those appointed for definite periods, of 


“time & not i exceed one ) Years. 
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3. Annual Leave 
a. Permanent employees are entitled to 26 work days of annual leave — 

with pay, for each calendar year of Government service. One day of annual 

leave per bi-weekly pay period is earned by a permanent employee and credited 

to his account at the end of each pay period. The minimum credit of. annual 

leave ig one hour and additional credits are in multiples thereof. Perma-. 

nent employees who entex on or separate from duty on other than the firet 
or last work day of the bi-weekly pay period accrue leave in accordance with 

the following echedule: as i eee : : ade 


| 

| 

| 

he re ese ‘BASIC WORK DAYS HOURS CREDIT 
| ee aan 

| 


Ww 
rw one 


7 ben femporary employees warn two and one-half days annual leave for 

each continuous full month of service.. However, no annual leave accrues. 
for a fractional service wonth, . _ o Ga te _ 
‘c¢, Not more than 60 days accumulated annual leave way be carried 
forward into a now caleudac year. ee _ : 


ak ds An employee, however, who had on 2h July 1947 over 60 days annual 
. leave to his credit may cacxy over his leave balance as of that date up to 
- @ maximum of 90 days, provided he has consistently maintained such balance 
on the first of each year after 1947. - a REPS ae 


Eee elaghe a ge TAC CME SAT oe be ee ‘ a 


e. ‘The minimum charge for annual leave is one hour, and additional 
leave. will be charged in multiples of one hour. ae foe 


ababal Made EB 


ff, Every supervisor responsible for approving leave will assure that — 
employees are afforded an opportunity to avail themselves of earned annual — 
- leave. — am oe So or ee ae : oe ee ae 


g. Annual leave programs will be planned in advance and scheduled: 

~ go as not to impair the officiency of operations. ‘Employees scheduled for . 

leave during periods not desired by them may elect to refugo such leave — 
periods, but refusal may result in forfeiture of that annual leave which — - 

is in excess of. the maximum that can be carried forward into the succeeding 
year. ha Sie Ala ey AS Pag Bare _ Oo) 


eh eee 


4, Advanced Annual Leave et ey a a ee, Crone rn, een 
- a. Permanent employees who have been in the Federal service for one ae 
year or more may, in case of emergency, be granted advanced annual-leave oe a 
equal to that which will accrue during the remainder of the current calen= 90 8 
dar year, with the understanding that if it is not earned during the calendar. 4 
year they shall make a refund 'for such leave. eee ao ee ee oe 


“aera gine neem inne Ohm Ear ene nA mtr ere: Enema et Di aes ae nt Goat Ss rei nym denen : ; ; : a : re: 
es ote s a . 


ee 
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| b. Application for advanced annual leave will be submitted to the 
‘ appropriate supervisor for review and recommendation, and forwarded to 
the Personnel Officer, or his designeo, for approval. 

Co ‘Temporary employees will. not be advanced annual leave, 
oe Sick ; Leave 


oa : - Permanent employees accrue sick ieee at the rate of one and 
a eet days per month. or a total of 15 days a year. The minimum. 
- credit for sick leave is one hour, | 30 . 


be ‘Temporary aun iayeae accrue siete are at the rate of one and 
_ one- ~fourth days for each full month of por aeee 


“Oe. Sick leave may be acoumlated and. carriad Porraid until 1t 
totals not more than yO days. Sick leave is available to permanent 
employees at the beginning of the month in which it accrues, and ne 
temporary employees only after AN has been earned. 


d. The minimn charge for sick leave is one hour, and additional 
leave will be charged in multiples of one hour. ae: 


“4 (1). ‘Sick leave will be granted to employees: 


(a) ‘When they are incapacitated for the performance of 
their duties by sickness, Anjury or pregnancy a confinement. 


(db) For medical, dental, ‘option’ examination or treatment, 
- when leave is eutoved: in advance bY the supervisor. 


| (c) When a member of ‘the “‘Ammedtate family of the employee 
is afflicted with a “contagious | disease and mpautzee the care 
and attendance of the eo 


(a) When, Abroas exposure to contagious Alsoaae: the 
presence | of the employee at his post of one would Joopardize 
the. health of. others. 


| 
| 
| 
eta ae ote): Sick Taye met be supported bpaiedice: sertificate®: 
oe c2 other evidence administratively acceptable ae the Bpeenee i: 

: : for more than three work: eaves te a Fo . 

1 

t 


6. Advanced Sick Leave 


Se ee Paraent nuplevese.: in case of serious disability. c or ailment 
lasting five days or more, ‘may be advanced sick leave not to exceed 30 
days. Such. an advance is charged against sick leave which will be. earned 
oe dn the future. No advance sick leave will be granted to temporary oun toyeees 


calnin cabs sapien eA Ses eae hea tg 


| sre cue amemei arr eaennnnersnn in arneseetne a tenn rnet emer teintsatettninet mint tenn marta tries et mena anette Sh 
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TATINTL 


oe 


"of separation caused by death, retirement for disability, disability, or pee 


_ tion of the advanced Sens: 


| certificate from the attending physician certifying the nature of. the 
illness and the estimated date that the employee will be able to return 


7. Substitution of Sick for Annual Leave . 


. certificate » or other evidence Sone aero t hrely. acceptable. 


8, Maternity Leave 


Conese acevo » may be approved by oe Personnel Officer » or his designee. 


maternity leave upon receipt of written advice from the attending mayerosan 
ets to ‘the meceea ity for the leave. 


Ae - office to which the employee is assigned shall submit Form No. 37- -3, Person-. 
- ‘Mel Action Request. The eaproyee shall execute Form MDs as 30, Final ae oe 
m, nee Clearance Sheete : 


Ge ‘Leave: Without Pay 
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oa When an “employee applies for more sick Leave than he has accumu = 
‘lated or may properly be. advanced, the excess leave ~ be charged eentnet: 


~ accrued annual leave. or to leave without Pays. 


c. An auploves when terminating fron service must. except in cases 


reduction in force, refund. the emount paid ee for the ape ere Pee 
ad. "Applications for advanced. sick leave must be accompanied by a 


to duty. Applications will be procersed in the same manner as those. for 
advanced annual leave. — 


When sickness occurs within a period of annual leave and lasts five | 
or more consecutive wowkdays, sick leave may be granted to cover the period 
of illness, in which event the deductions against annuel leave for this 
period will be converted. Application for such substitution must be made 
within two workdays after return ‘io duty and must be supported by a eee 


“Be Written appl ientieds for maternity teeve: accompanied by a doctor's 


2. Normally maternity Leave will ot exceed six months including: 
(1) Accumlatea sick leave. 

| (2) Acoumulated annual aay 
(3) : Leave without ae 


c. The Personnel Officer, or his designee, may approve additional 


de: Immediately prior to the effective date of maternity Leave, ’ the 


~ -a@se (1) Leave without pay not ecoedtan 15 ore are may be ertes 


to employees at. the discretion of Staff Chiefs, Assistant Directors, = 
Saat Ghieis of Miectona ["Jovorsess. STAT 
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(2) Leave without pay. in excess of 15 workdays mee ‘have. this: 
additional approval is the Personnel Officer, or his designee. 


b Leave. without pay will not: be authorized initially for any period 
in exceas of i2 montha. = 


c. Form No. 37-3 will be “Anitiatea by offices when LWOP. for 60 or | 
_ more calendar days is recommended for approval. Standard Form No. 50, 
Notification of Personnel Action, will be issued when such leave or. an. 
extension or renewal ‘thereof is approved. . 


a. malonees who are granted an extended period of TWOP. (60 save or. 
more) will, peter to os beginning of such aoe execute Forn No. at 30s 


10, Military Leave 


&. Military Leave for training purposes: onl; » not to exceed 15 
calendaa’ days in anir one ye year, will be granted with pay without charge 
to annual leave to Teneo of reserve components of the Armed Services 
of the Unitec States. Saturdays and Sundays will be included in the 15 
calendar days leavo period only when such leave includes the preceding 


Friday and the Following Monday. 


De Members of the National Guard of the District of Columbia will 
be granted military leave with pay without charge. to annual leave on all 
days of sexwice to which they are ordered by competent authori ty. 


Ce ‘Appl teabious fox: military leave will be processed in the same 
manner as applications for. advanced annual Leave. - 


ate Court Leave _ be ore eee . | | ie sae a chk, es a e 


Br Big oe permanent employee who attends ccunt. as a witness on behalf of tee eee 
the United States or the Government of the District of Columbia, or for: 9°90 0 
jury duty, in a State, District of Columbia, or Federal Court, is entitled eh om 
to his regular pay while absent from duty, and no charge for leave is made, 
- Evidence of attendance at court and evidence of receipt or non-receipt of - 
fees are required. Applications for court leave will be Processed in ‘the ener ees 
same manner as apprteabscns for. aevenced annual leave. ie 


be: Annual leave or LWOP will te granted when an employee: is absent, 
fron ried because of. DEATSRe Alta cease . 


BETeee on his official  OAPROMGY« : 


de " Wetiporary , part- ~tine or "when actually saployea™ personnel are 
not entitled to court or Ga id Leave. of pbeence with pay. 


>. ‘ Euployees. who serve ag. witascded! or jurors and: are granted Sour. 
‘ or official leave will surrender to the Budget Officer fees received from. 
courts for days on which the employee normally would have worked, Federal | 
“employees called for Jury duty in the District of Columbia” are not pela: Nee ee g 
‘usual Jury fees. . 3 oe . ee en ae 
- . ae tie 5 - ena, ae ra ae 


| 

t 

| 

| 

| 

| 

H 

| 

| 

ie cos ce. An euployee may be granted court leave if the value of his testimony a, : e ee 


Und aah SES Gebel Gli vtn c vaya gence ok we aa Siemans ath aa ae ied area Sess de SES went ob . oie srs roan 


ss : STO Se se eames on geaninn mare aneremtdbemtetneem ee thay We ak naa a de ee Nene 
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f. An- employee who. appears in any court in any capacity mat report. 
: to. the Chief, Inspection and Security, for briefing on: siccaia apes 
- prior to date of his pE Deere in court. 


ee tn eae aS NTT eT 


ee ry taaoran as may be practices without dnterfering seriously with 
' production, employees who desire to vote at communities where they maintain | 

; - voting residence, except where voting by absentee ballot is permitted, will . 
i}. be excused fox that purpose, without charge to leave, for a reasonable tima 

. On all election days. Further, employees who will be voting in .juriedictions 
— which | require registration. in person will be excused for that purpose, with- 

out charge to leave, for a reasonable time during the registration periods 
specified by the jurisdiction in which they will vote. Such authorized 
absence should not exceed the time actually required to vote or register, 
as the vase may be, and in no event should it exceed one working day for 
eao election or registration period. 


b. In these cases when an. employee requests additional leave for 
voting or registration which will require longer than one day in order to 
enable him to go to his legal residence to vote or register, permission will 
be granted whenever practicable and. the period of absence in excess of one 
day willbe charged to annual leave oer if annuat leave is exhausted , to 
leave without pay. 


“13. Unauthorized Absence 

An employee detained by causes beyond his control. and unable to report. 
for duty at the opening hour, should notify his supervisor as soon as possi-_. 
ble on the first day of absence. Absence from duty for any cause, without 


prior permission, must be satisfactorily. explained: otherwise leave will be 
charged as at and the employee hes Li paper to disciplinary action. 


Ub, --Employses not Eligible for. or Leave 
: ‘Buployoss e not earn leave if Sponinted: 


Be For service Limited s portions of each vorkiey, week or month. 


be For service under ‘repeated appointmente or employments. for periods 
Of short duration, none of which extends for a full month. oo 


oe For service on a per hour or per diem basis where euploynent ig. not 
ona ‘regular and continuous basis. a 


15.0: Leave Balances ‘a 


. Leave batendes should be. ogueated from. the Budget ‘Officer oo when it. 
_ is absolutely necessary that an employee know his leave balances because of 
an anticipated vacation or a prolonged absence due to illness or some other. 
. . Special reason,.and he is not certain whether sufficient. leave is available 
' to cover the absence. Stich requests will be submitted in writing and for- | 
warded through appropriate Time and Attendance Clerks. Lepve balances walt ee: 
3 be furnished to: employees once: & vent. 


St tae nee en mtsmminaen nettitteraattig in! hla tue al A Reads! tans ue Rages tNeeandiaimun gyre nat tenes remetreue paelnnsqrmaereenenanerte orasntnur ora ne ERS Rea rota zine antennae nda navn pet LAN ASEM 
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116, Overtime and Compensatory Leave 
a, Election by the employee to take leave in lieu of overtime compensa- 
tion (compensatory leave) shall be subject to the restrictions governing 


overtime and the provisions of this section, — 


; b. Overtime shall be kept tm an absolute minimum throughout. the Agency 
ee with emphasis being placed upon the full utilization of the normal official 
aon working hours of each employee. — getter, Se ; Tuy ¢ 


c. Overtime work will not be requested or authorized except in those 
: cases essential to meet emergency requirements not possible to meet by full 
utilization. of employee's normal working hours, Assistant Directors and 
| Staff Chiefs are charged with the personal responsibility for control and oe 
continued examination of overtime requirements to insure the effective appli- 
_ cation of this policy. | | | 


(d, Within the continental limits of the United States: _ 


(1) Approval of the Executive, his deputy, the Budget Officer, 
or his deputy, must be obtained prior to ordering compensatory time 
or overtins. A request will be submitted on Form No. 32-3, Request 

for Approval of Overtime, in accordance with instructions issued by 
the Budget Officer, Forms should be submitted sufficiently in advance 
to insure receipt of. approval prior to the beginning of the period 
covered by the request. — = Mao) ——s 


< - (2) Form No, 32-3, approved by the Budget Officer or his deputy, 
oe will ‘be transnittec to the paying office no later than the close of the 
Ce pay period in which work is performed. . 


h - @. Outside the continental limits of the United States, overtime must end 
be approved by Chiefs of eee their deputics. They met, it SS TAT 

however, have evidence that sufficient funds are available for payment before eat . 
authorizing overtime. Native and foreign national employees outside the con-. 
tinental limits of the United States who are paid in accordance with local 

. prevailing wage rates are not entitled to overtime pay unless required by 
local custom. | "pe ee oe Dehase ae ee ee ee 


ts No officer or employee shall be paid, with respect to any pay period, 
compensation at a rate in excess of $10,330.00 per annum, Accordingly, com- 


dae pensatory leave cannot be granted in those instances where an employee is 


) pot entitled to overtime compensation, — 


Po Bek Administrative controls governing compensatory leave will be esteb- ete ea 
i --lished by each Assistant Director and Staff Chief based on policies stated => ea 
ee (1) It mast be taken within the two pay periods inmediately - ee a, 
_-. following the: period in which earned, or forfeiture will result. tet Eh 
ae - (2)s« Entries will be made on official Time and Attendance Reporte re 
_ of all overtime or compensatory leave earned. Such entries muat be i a 
initiated by the applicable employee. ee a ae pa, RE 
ee Te ee : : 7: oe 


> MEE eretinamerrn ieee eee cae yee went nt one 
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~ (3) ‘An edequnte: check system will be established to insure that. 
overtime was actually worked. An inspection will include checking ° 
guard registers and reviewing work accompl ished during periods when 
ecmrenee tony time or overtime is. claimed. 


hi Compensatory leave to the credit. of suployees at the. date of 


« isauance of this Instruction will be used within 90 calender daya from this . 


date or be forfeited. Such leave will not one reported a8 peqmiven: above, 


but will be handled as hore etore: 


dy: Holidays 2 


Qe Work to be. serioraea on a holiday for vilen holiday pay will be 
granted | mast be suthorized and approved in advance in the same way as over- 


: time. An employee can be excused or paid holiday rates only for that portion | 
of his tour of duty which actually falls within the 2h. hour holiday period, 


fot to exceed 8 hours. Compensatory leave cannot be granted in lieu of holi- 


sey pel 
bd. (1) ‘The following days are established by lew as Legal Holidays: 


First Monday of September 
n November 
Fourth Thureday of Hovenber 


25 Deceuber 


1 Jannery | * New Year! sa Day 

22° February -. Washington’ 8 Birthday 
30 May | - Memorial Day 

4 July -» Independence Day 


‘Labor Day | . 


Armistice Dey 


Thenkegtving Day 


Christmas 


( 2). Whenever any of the above holidays falls on Sunday? 


bor (a): The following Monday. will be. officially pastved as 
7: the holiday by bce ynede ovate work week is Monday. = 
pupouen Friday. ee . ee < 


(b) Sunday will be officially observed as the holiday by 7 
-omphoyees whose regular work week includes Eynisy: a 


(3) Then a Legal Holiday falle on other than sunteyi 3 thare will 
be no additional non-work day unless proclaimed ae the erect dent ag 
indicated” in’ (8) porous ae 


(k) “Holiday provisi id éthar than those specified = law are. 


es ‘anuounced by: Presidential: lees ae and ope will be. e officially a 


notified, 
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18. Night Differential 
a a. An additional 10 per cane of an uplovect a ‘base pay will be allowed seugy OF are 
‘for work performed between the hours of 6:00 PM and 6:00 AM Standard Time pe oe 
when such hours fall within the enployee' 8 regularly scheduled tour of duty, : 
. Night differential cannot be claimed for time used in obtaining meals. When a: 
computing night differontial reference should be made to the attached table Gre Sees 
. which shows the maximum hours of night eit rorenyicy that can be oleined ~~ wa 
oe various tours of aM oe 


be: Payment of night differential may be authorized for oe work ie” ge. gts... Paetane 
‘performed when an employee is temporarily assigned to a regularly scheduled OT tian 

_ tour of duty other than his own. Proper notations, In support of such pay- 
ments ; must. appear on uhe Time ae Attendance Report 


19 : Terminal Pay 


a. Annual leave met be liquidated by a aon sum payment when an employee 
oe is separated from the Federal service, or when transferred between positions , 
a which are uncor different leave ayetems, 1.e., permanent to temporary or vice 

versa. ae ca 


20. Time and Attenéance 9 Reports (Standard Form No. 1130) 


: a. Time and Attendance Reports will be submitted in accordance with 
3 Anetructions issued by the Buc.get Officer. 


i be Two copied or. extracts of the Armed Services orders will be given 

ie to the appropriate Tine and Attendance Clerk to be submitted with the first — 
Report showing military leave. If leave extends beyond that reporting period, 
additional military leave should be reported on subsequent Forms. Ae 1130 and. 
8 reference made to the first Report submitted. 


3 e. Time and Attendance Clerks will include under "Remarks" on Form No. 
1130 inclusive hours. of over sae and/or compensatory time worked oy each | ee 
employee. me ne ne Pea Se! fou Puig Bag oe 


ae the employee! 8 tour. of duty. 


i Oe Correspondence. pertaining. to. fins thoriged abaonie: aust. be furnished | Sect oe : ‘ 
the Budget. eee in sat of Form No. 1130 on which AWOL is aie . 


ae Designations | yo es < a, saree an fe ae en me eee 


a a as. ‘When night differential is clained, Form No. 1130 must indicate 
A : ‘Assistant Directors and Staff Chiefs will submit in duplicate to 
vue Budget Officer: seperate Lists of persone authorized to: 
53 | S me (1) ‘Receive and distribute salary checks. te : = ne eee 2 a cans 


. (2) : certify the correctness of, 5 and eubuit Time and abvendanee : 
Reporte. - Ree oo ee a is eS 
ae . a ee 3) Request epproval of. compensatory time or overtime to ‘be worked. - 


AR Sees ag OP Eee Etat Ree RT A i A ee a re ae ealg 
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ess -'b.. The above liste. aniet: be kept. current at all tines , and should be 
Provided ag. indicated by the appropriate attachment. 


: 22. Native nae Forelen Natd onal Buptoyees 


This Tnstruction should be: used for administering iéeve end paynente 


‘to native and foreign netional euployees at. overseas. instéllations— insofar 2 : 


ap it igs not inconsistent with local laws and prectices.. Any deviations 
required by local law or practice. must be reported to the Budget Officer, 


and approval obtained before action is taken, Such report must furnish . 


: recommendations oo a copy of the eppitcepis law or eeeutet ton Me 


FOR THE DIRECTOR OF CUNTRAL INTELLIGENCE: 


; Acting Executive 


2 ATTACHMENTS: = 


il. Night Differential Table 
Be Forn. Letter or Designations 


‘DISTRIBUTION: 20 AS 


 STATINTL: 


iad inate Sas ances oat tients SE | seh ntectaindsnentnamer etiam neem tiation SN oh TB adc een snesriinsmabin certs 
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 SoNepans 


HRS. OF > oo BRSY OF 
oS NIGHT DIF- pt ty ag Rok, SNIGHT DIRS 
TOUR OF DUTY LUNCH PERIOD FERENTIAL TOUR OF DUTY LUNCH PERIOD FERENTIAL . 


. 1930 = 0400 2330 - 2400 - 1400 .1930.= 1000 


1000 ~ 1830. 1400-1430 4: 2000 = 0430 2400 = 0030 8 
1030 - 1900 1430-1500, 1 2030 - 0500 0030-0100 + 8 
| 1100: = 1930 1500 ~ 1530 1g 2100 - 0530 0100-0130 8 
|. 1330 = 2000. 1530-1600. 2 2130 ~- 0600 0130 ~- 0200. 8 
} ©. 1200 + 2030 1600 - 1630 25 2200 = 0630. 0200 ~ 0230 & 
bes 1230 - 2100° 1630 - 1700 3 2230 ~ 0700 ' 0230 - 0300——i‘7?7 
| 1300 = 2130 1700-1730 3% 2300 - 0730 0300 - 0330 64 
: 1330 - 2200  1730.- 1800 as. 2330 = 0800 0330 ~- 0400 6 
| 1400 - 2230 1800 ~ 1830 4 2400 ~ 0830 0400 = 0430 54 
1430 ~ 2300 1830 ~ 1900 Le 0030 ~ 0900 0430 - 0500 5 
| 1500 - 2330. 1900 - 1930 6 0100 - 0930 0500-0530 .- 4k 
= 1530 = 2400. 1930 = 2000 - ae 0130 - 1000 0530 - 0600 ok 
ies 1600 ~ 0030 2000 - 2030 6 0200 - 1030. 0600 ~ 0630 “st 
1630 = 0100 2030 - 2100 — 6h 0230 - 1100 0630 - 0700 33 
| 1700 + 0130 2100 - 2130. ria 0300 ~ 1130 0700-0730. 3» 
1730 = 0200 2130 - 2200 3 0330 = 1200 0730 = 0800 2b 
1800 - 0230. 2200 - 2230: 8 0400 - 1230 0800 ~ 0830 ae 
ee 1830 = 0300 2230 - 2300 8 6430 = 1300 0830 - 0900. i 
a 1900 ~ 0330 2300 ~ 2330 8 “0500 = 1330 0900 - 0930 1 
| - 8 0530 = + 


© CONFIDENTIAL 
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STATINTL 


-ommmun NITELLIONICR onow” 
aati Me me wee : 


“Soran oe os “th ral 1st ee oe 
ee ae ee 1 ce 7 oe ae 
‘SuBECTS Leavo ‘iithout fey. (cer) - ae ok : oo eee 


2 Brom wuTTE 30 dM 19h 
de Luu ose ue a 


Lag sooum sEssp1ED 


: | Py The purpoao of this pcorenihet to. te ool forth and. -etandardisa. : 
: 3 the procaduvoa to ba followed in ‘the: eens of - Leave vAthout rage eae 


po | 26 DEMINITION 


ae 


. ate, Wir 7 ‘Athout, ray ( Di) ts tefinod by the cava Sorvico . 
: | —.  Conrdscdse as Menporary nonepay. status and‘absence fron duty: prantcd 
: Upon ic: pleyco's requust", This’ fe not te bu confused with suspension, ae: 
i Turlou +; or Td Apne In military SeEyieos, which arc oeanee: uncor 
! ather raculatLonss 


3e | AUTHONTS ETON 


The iatthortaation of. Lor in a natter of oddindatgncave eo 
disorction ana therefore may not bo domandod ns a right of: onployoos: 
or diposed as a penalty. 11 Lor in oxceso of 60 Beadle must’ he | 

“approved by the aot, Personnol Divisions ear eS ae 


le . CONDITIONS FOR- aR: sNTIKG Lv0r 


as A basic condition. for ay, oval of oxtondad’ L or should be: a 
'. Feasonablu expectation thet tho omployce wll return at the end of the. 

approved period. In additdan, at luast. onu et the fvtl ning bonefits -- 

should result from such moaned. a. 


to ee be Frotuction or inprovenunt of depioyear nealth (maternity. 
loave, convalescent lcave, ates). iaternity luave must bu granted un= 
less the enployvo has no Antention of: i dora to duty: 


Ce Rutention of a dqotrable enpleyoes 


de Increased ability to perform tho. duties of tho sosttions 
. Ono year's L.OF will be granted to an unployeo who wishus to return 
to pn college or university to continuc his oducation providing that 
tha subjects hu intends to pursuc ‘arc such. thet: thay. could be 
_uxmacted to incronso tho crployea's worth: te his position, -and: C10. 
following the comletion of this onveysar: nordod: of: additional 
training. In each case the employce will: bee roquircd: ‘to: submit te 
hie Suporviser a list of the subdects: to but om rath his: requaet 
aoe such lave vd thout paye. ee 


Fine REMERON et A LE CD Ae eb EH eH EERE TRE SOW HERR BOE, Senta A an nee Cewirneemneetniene renee nue eer ce ele 


| oe ie 


“ete 
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; nace Era RENTIAL 


| HOURS OF) eS . “HOURS OF 
ee | NIGHT DIF- Be bake WIGHT DIF-. 
- OUR OF bury - LUNGH PERIOD FERENTIAL ZOQUR_OF Dury LUNCH PERIOD. FERENTIAL 


0030 
0100 
0130 
0200 
0230 
0300 
0330 
0400 
04,30 
0500 — 
0530 
0600 
0630 
0700 - 
0730 
0800 
0830 
0900 
0930 
1000 


2000 = 0430 2400 
2030 = 0500 0030 
- 2100 = 0530 -0100 
2130 - 0600. 0130 
"2200 =:0630 0200 
2230 - 0700 0230 
2300 - 0730 0300 
2330 - 0800 © 0330 

- 2400 = 0830 0400 
0030 - 0900 0430 
0100 = 0930 0500 

~ 0130 - 1000 0530 
0200 = 1030 0600 
0230 - 1100 0630 
0300 ~.1130 0700 
~ 0330 = 1200 0730 
0400 - 1230. 0800 
0430 - 1300 0830 
0500 ~'1330 0900 
0530-1400 0930. 


“1000 = 1830 -Uoo = 1430 | 
1030 = 1900 1430 - 1500. 
1100 - 1930 1500 - 1530 
- 1130 = 2000 1530-1600 
1200 = 2030 1600 = 1630. 
1230 ~ 2100 1630 - 1700 
1300 ~ 2230 1700 = 1730 | 
1330 = 2200 1730 ~ 1800. 
1400 - 2230 1800 - 1830 
1430 = 2300. 1830 ~ 1900 
1500 = 2330 1900 = 1930 
1530 = 2400 1930 =~ 2000 
~ 1600 = 0030 2000 - 2030 
1630 = 0100 © 2030.- 2100 . 
1700 = 0130 2100 ~ 2130 
1730 =.0200 . 2130.~. 2200. 
1800 ~ 0230 2200 = 2230. 
1830 = 0300. 2230 = 2300 . 
1900 ~ 0330 2300 - 2330 
1930 =. 0400. 2330'- 2400. 


Bee. 
ce be 


ra 


Bs 
Hrg_e HH 


iw to 
as 


th 
a 


ONE ERE 
wie Xie 
WERELRUEO 
_ he 


toh 


fo 


tae 


erp rprrst 
Ppp bre rr pree tba pea poaeng 


02 03.03 CO as I GN 
gia os ae 


i 

K 

re 
Spcapenarsttermpot er taeeaptrinr amend ersten tars sa oe _ “renee myn vanaaaraernntn ot cA NOUN el REESE BESS IN CP EEE IN NENSD AI TAPE SSE RIN CP OL ROR NAY Ur AL dl AMT roy REESE AREEATERD eee a 
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"MEMORANDUM. 


TO) gk Budget officer - 


(PROM og. 


‘SUBJECT Designation of: 


“(check one . only) 


m4 -) Payment Clerks, 
(. ) Authorization to Sign Time ana Attendance Reportse 
x“ +) Authorization to Reques xt Approval of Compensatory 


dutye 


EMPLOYEE 


— wall be submitted as requirede. 


- (supply of this Form may be secured 


from the eeews oes 


Time or Overtimes 


1, The following employees are authoriz3d to perform the Sub ject 


“SECTION - . SIGNATURE OF EMPLOYER 


Be In the event this, designation is: revoked, fully or Saptiad iy. 
you will be so notified, ‘The. names and specimen | signatures of replacements 


Sceptyri rs te seeerowet aeconementetp aati yea fR ESCA PA bender aman ememae caeeet 
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—  28X1A | 


“2BX1A 
25X1A- |: 
© 28K1A 
| 
- 25X1A° § 
— 25X1A 
— 25X1A 


oR acgicrre racsserseecauepaae Canc nine nannies te netmrmenieatmomtane betes 7 : 


ADMINISTRATIVE INSTRUCTION 
SNUMBRR Pe ce ee 
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ae? & 


_ Washington, D.C. 


eae cavarat QNEIDEN lake Seer os eee 
ie g ue A iL | _ 


“4 2h June 198 


SUBJECT: Time, Leave and Pay vest 


per 1946, subjects Maternity Raves 


b. Administrative Instruction dated 2) Aprily 
— 9h7, subjects Leave Without Pay. oe is 
Co Administrative Instruction dated 15 July Y 
197 and 19 May 1947, subject: CIA Policy on Active | 
- Duty Training of Military and Naval Reserve Officers 
Employed by CIA; Military Leave Without pay. for. 
Annual Training Duty. 


he “Adwinistrative etre ton|,_______ | ted 13 Noverm-— 
3 ber 1946, subject: Time, [eave and pay Regulations. | 
e. Administrative Instruction dated 21 March 1947; 


subject: . Time, Leave and pay Regulations - Unvouch- 
ered Funds. re . 


le Definitions 


- @e Permanent: employees are those appointed without limitation as 
to length of service, or for definite periods in excess of one year, 
or for the duration of the job, and those who, although paid only 
when actually employed, are continuously employed for a period of not - 


' less than one month as distinguished from part-time or intermittent 


employees. Native and foreign national employees overseas are con-. || 


sidered. as permanent employees for leave purposes only. 


7 _ a be Temporary employees are those appointed for definite periods. ee 


time not’ to exceed one yeare 


2. Anmual Leave | 


is a. Permanent employees are entitled to 26 working days annual 


- leave with pay, for each calendar. year: of Government service. One: 


+ 
% 
i 


day of annual leave per bi-weekly pay veriod is earned by a permanent = 


Py 


- employee and credited to his account at the end of each pay period. + - 
The minimum credit of annual leave is 15 minutes and additional - 


credits are in multiples of 15 minutes. Permanent employees who | 
-enter on or separate from duty on other than the first. or last work 
day of the bi-weekly pay period-acerue one-tenth of one day's. leave — 


opensoae PY CONFIDENTIAL soins thet reporting 
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. Recisions: a, Administrative Instruction el dated 17 Decem- 


eae 
os a roe ee nko nt dn aba ime: pete ih bn tra AAI ethernet anne tenptobreanian Dial INban sir aUEI maa MERNE ARAN 
Se en neem MIT enna i retin 
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CONFIDENTIAL 


‘be: Toitporary. Lene earn two and. oie stat days annual leave 
for each continuous: full month of service. However, no annual . 
leave accrues for a fractional service gOnne 


Ce Nob more unain 60 days. wéouutetea annual Leave pay pe ear, 
ried forward into a new calendar year. 


de “an employee, however, who had on July oh, 1917, over 60 eee 
annual leave to his credit may carry over his leave balance as.of 
that date up to a: maximum of 90 days, provided he has consistently 
- maintained euch balance. on the first of each year after duly’ 2h, Aas 


@. The minimum charge for annual leave is one neues and addi- 
tional leave will. be charged in multiples of one houre 


f. ‘Annual. leave must be taken at such time as will not inter. 
fere with the work of the organization, and must be pened by the 
Appropriate supervisor before the eroNs is pekens 


3. Advanced jnnual Teavu. 
oe eave 


Permanent employees eee have been in the Federal service for 
one ae or more may, in case of emergency, be granted advanced : 
annual leave equal to that which will accrue. during the remainder of. 
the current. calendar year, with the understanding that if it is not, 
earned during the calendar: yee they oo make a refund for ee 
leave. 


be Application for advanced annual. leave will be submitted to! 
the appropriate supervisor for review and ‘recommendation, and for- 
warded to the Chief, Personnel Branch, A&M, for final approval..’ 
The Assistant Director for Special Operations may approve advanced 
annual leave for his unvouchered pee tacs: 


"Temporary employees wil noe be advanced annual leave. 


is Sick Leave nae 


ae peneneae employees accrue sick {cay at the rate of one. and 
- one-fourth days per: month, or a total of: pe days:a ves The mini= 
mom credit for sick leave is one hour. 


be ‘Temporary employees accrue aick less at. the rate OL one and 
one-fourth abye for each full month oe Services 


Ce. Ce “Sick leave ma 2 be accumulated ane carried fo var until oe 

* totals not more than 90 days. Sick. leave is available to permanent. 
- employees — at the beginning of the month in which- it SCCEUes: and to - 
oe temporary employees: only after it has been earned. ihe iv 


Paid The minimum charge for sick leave is one hour and additional 


leave will be: Sharged ~ CONFIDENT AL” ponds : - : 


oe, 


a) 


stl ott BIE eth roan mimineasennntt tana nnenent een ne tep eASE.ETRRGIMAt rmtrntnni Mamte 


. ‘Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 i 


Sento sweeten cart aM inn alien enn mriomntnnd me bibiarecdisirgech 


aes 


eee AD 


mi gee nen nnn tera at ALR EBACE Fg nen NCR TEE TE DENTS EES YE LTE BIE LE POEL OBS 


ERATE POR net ee rt ni ag net ee oe ee tec é ae nd se scr 2 tases « 


risen Posse vn di ccmntoan inno 


Be Advanced Sick Leave 


“lated. or than may properly be advanced, the excess leave may be charged 
fe against accrued | annual leave or to leave without pay. 


of separatien caused by death, retirement for disability, disability, or . 
’ reduction in oe refund. the encune ie him for the: Rerded of: indebted 


certificate. from the attending physician certifying the nature of the 


to duty. ‘Applications will be. ‘Prooasaed in the same. manner as. those for" 
advanced annual leave. 


6. Substitution of Sick for nn al Leave : 
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a). Sick leave will so ONEDENTINL ss | 


(a) When. they are: incapacitated for the paptormenss 
_ of their duties by sickness, EP ee eee and con- - BSF a 
| finenent, and injury. : 7 oe Oe : ohh 


(b) ‘For medical, dental or optical examination or 
. treatment, when leave is appreved in advance. 
' by the supervisor. 


(¢) When a member of the immediate » family of the 

. employee is afflicted with a contagious disease | 
and requires the care and attendance of the 
employee. 


(da) When, dimought 2 exposure to contagious ease: 
_ the presence of the employee at his post of 
duty would jeopardize the health of Senge 


(e) Sick leave must be supported by a neaagal 
certificate er other evidence administratively 


acceptable if the absence is for more than 
three oe cass a ae ae 


i a rr re 


as Permanent employees, ee case of serious disability or Sekine eee 
lasting five days or more, may be granted net to exceed 30 days advanced 
sick leave, Such advances are charged against sick leave which will be 

earned in the future. No advance sick leave will be granted to bompexery 
employees, : : caer . ees, 


b. When. an. enpiaess applies for more sick eave than he. has ‘accumu~ 


SS. An. capi ayae. wien barmineeing ‘from. service must, except in cases 


deave, - : ee a oe . Cane Ce eee 
“de: Applications: fon paveneed sick eave must. be: asconpanied. by a 


illness and the estimated date that the employee will be. able to return. 


When | sicmeee occurs within a “period of annual leave and lasts five ek 


or mere consecutive workdays, sick leave may be granted to cover the |. 
‘period of illness and the deductions egainst annual leave fer this peried 


; oa will be restored, | ems CORFIDENTIAES * must Be made within Le « | 


7 


: e ae 


Sete riniee mpi anna ttinmatentienet ann anannnery iielteAdaf septal kaietetint ita sapere mtn frvmensennmeynieac Anat tteemamialDtfelidneditehinatrtviannarntuemantentiinentimesamrgntitrnet et tna Ta ae Re ehtgwet get, SR s ana ine yet ete ek ates 
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two vorkdaye after return. to a uty and “must be Ses by f nedical cer= ee = 
eet, or other evidence administratively Basepuapie . oe eee 


ae ee ae td 
oe FIDENTIAL, 


le Matern ty Leave 


; a, Written applications for maternity leave; necompanied by. a. degtont S.. ao 
| gertificate, may be approved by the Chief, Personnel Branch, A&M, and the coe a ee 
CB” Geer Assistant Director for Special . Operations may BEPEOUE, such applications for aS 

foe pais unvouchered employees.” 


be Normally: maternity leave will es exceed six months including . 


(1) Accumulated sick leave 
(2). Accumulated annual leave | t 
aa (3) "Leave without pay punetes for any balance of the — 
oe Bes eet & months . ; 


Ce “The Chief, Personnel Beakon’ A&M, may approve up to an additional 
‘six ‘months! period of maternity leave as "leave without pay" upon receipt 
of written advice from the attending physician certifying to the necessity 
for the additional leave. The Assistant Director for Special Operations 
ney ePETONS such additional pti for his unvouchered employees. 


SCE teen atte eed a teat ee ee 


rr rere en aeenteeenrmnaninenannae . — ——— soe potas ae Leek : 


d. "Immediately prior to the effective date . of maternity leave, the 
. office to which the employee is assigned shell submit Form Ne. 37-3, ; 
. Persennel Action Request. The tie shall execute. Horn No, : 34-30, Final hoe Yoo 
Payment Clearance Sheet. | Noack BO ahs ES, 


ae Leave Witheut Pay 


: a. (a) Leave ‘without. pay not excceding: 15 working days may be ented Pie 

at the discretion of Staff Chief's, Assistant stig in er ol 325X1 
or Chiefs ef Missions or Bureaus overseas, to employees under LaNoe 
‘their jurisdiction. (2). Leave without pay in excess of 15 workdays must 
- “in addition be approved by the Chief, ‘Personnel Branch, A&M. . The Assis- 
tant Director for Special Operations my ‘SpProve evohe leave without pay 
ee his unvouchered ees .7 ee 


Q AD: Leave: without. pay will net be sotoctaa ¢iseny tor any y ported 
in excess of R menths. ee 


tee os oe Form No. 37=3 will sy initisted by offices when “LWOP for 60 or 
_., more calendar: days is recommended for approval. A- personnel action will. 
be issued when such leave or an extension or renewal cher eor is approved. 


ac Employees whe are. “granted an extended period of LNOP ts prior 


to the beginning ef. such tev execute Form No. 3 Ae30y "Final. pec aae 
a Clearance Sheet", Se aeiva oS a ae 


., - Militery Leave | | 


ee a Military leave ‘for train’ ENT only, ‘net to. Fareed 15 calen- 
“ dar: aoe in Any. one. year, “a SHEN HAL es pey wernoue oe to annual. 


7 i ee m 


itera aati ners mates 0: innit mee naranema i alone oad nero nirentcastRtnnee renin iobeRe ee thas “vreeemeceuariesanae surements conser tacirbntnins 
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_ leave to members of any mini ONE DENTAL section estabtisnea by. ‘law 2 

| of the United States, Saturdays and Sundays will be included in the 15 
calendar days leave..period only when such leave includes the preceding . 

Friday and the following Monday. ea same 


b. Members of the National Guard of the District of Columbia may be 
granted Military. leave with pay without charge to annual leave on all 
days of service which they are “ordered by competent authority to perform ; 
and on all days during which they are engaged in field or coast defense “3 at 
_ training. | : ee a4 Ee oe | baa tie 


c.. Applicetions for military leave will be processed in the same 
manner as applications for advanced annual leave, Aes 


— 10. Court Leave | 


a. permanent employee subpoenaed: to testify as a witness on behalf 
oo of the United States or the Government of the District of Columbia, or 
tay BP gs called for jury duty, in a State, District of Columbia, or Federal Court, — 
Pa ‘dis entitled to his regulor pay while absent from duty and no charge for 
r / leave is made. Evidence of attendance at court and evidence of receipt 
bes or non-receipt of fees is required, Applications for court or jury leave 
ie ~ will be processed in the same. manner ns applications for advanced annunl 
leave, be | | | 


eniase vate eels Hn Ls 2 re IE RE a SE reese 


b. Annual leave or LWOP will be granted when an employee is subpoenned 
in private litigation or by some party other than the Federal or District 


of Columbia Government. 


'C. Employees may be regarded ns in active duty status for court serv-_ 
ice and no leave charged if the velue of the employee's testimony orises 
| from his official capacity and he is subpoenaed solely because of and to 
_ testify in that capacity, en me fy: PE ces 


gaits ‘Temporary, substitute or "when actually employed" personnel are 
not entitled to court or jury duty leave of absence with pay.. ar 


e. Employees who serve as witnesses or jurors end are granted court, | 
jury duty or official leave will surrender to the Budget and Finance Branch, | ae 


A&M, fees received from courts 


: for days on which the employee normally 
would have. worked. Federal employees enlled for jury duty in the District 


ie An employee who appears in any court es a witness, plaintiff, de- 


. fendant or juror. must report to the Executive for Inspection and Security 
for briefing on security regulntions prior to date of his eppearance in 


court. 


11. Unauthorized Absence | | 


4n employee detained by causes beyond his control and unable to report 
‘for duty at the opening hour, should notify his supervisor as soon as possi- 


Bie on the first Sey of PSC ONFEDENTIAE 27 for say couse, without 


| 

i 

| 

i 

ie _ of Columbia are not paid usual jury fees. 
| oe bs . ae 

i 

: 
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prior eS ein “must. be; CONFI IDENT Ales otherwise freee wilt 
"be charged as AWOL: and the employes ps be SUR JOSE to: Senay: notion, Lay 
ree Employees not Eligi ble for: Leave 


Employees do not earn leave if appointed: 


a, For service Linited to portiens of each workday, fueek or. 
fe ee ee month, 
- b. For service under ecgaiel appointments or snploviente 
ee: for periods of short duration none of which extends for 
ae . _o full month, 
See -@. For service on a “per hour" ‘basis where employment is 
not on a. regular and continuous Pent es 


. Be Leave Balances 


fe gaye: balances should’ be poanested from TT and 25X41 
Finance Branch, or Special Funds: Division, 0SO, only when it is absolutely) 6 
necessary that sn employee know his leave balances because of an antici-  < 
_. pated vacation or . prolonged absence due to illness or some other special 
‘reason and he is not certain whether sufficient leave is available to cever. 


the absence, Such requests will be submitted in writing and Torwarded 
| through | appropriate Time & Attendance Clerks, - , 


NAT NDNA ERLE ETE TS COR A ESE POTEET EMIT SPE LE EP IEE TPL AHPC NEI SLE OO RET Pt Mp oe hte sn ene ire, Pid sd Picci, Scheie tcisbe Bebe 


he Qvertine | ‘ 
| Within the continental limits: of the United States: 


(iy Overtime for Ghar treated! employees must be sopeaveas 
- prior to overtime work in each case. Requests will 

' . be submitted on Form No, 32-3, ee a for Hpproval 
: so verte, as indicated hevews 


(a ie To Budget and Finance Branch, ARM, for all 
aan! employees except those of oso who. are paid | 
from unvouchered funds. Such requests. may 
_ be approved by the Chief, Budget Division. 
and the Chief and Assistent Chief, : Budget 
and Finance sae , 


(b) To Special Funds Division,. Administration. 
and Services, 0SO, for employses of OSO:: -. 
.. who are paid from. unvouchered funds. Such 
- requests may be approved by the Chief and 
Assistant Chief, Special Funds ee 


Mies 27080. ve aes 
(2) Quarterly patinates of anticipated overtime require=_ ns 
25X14 ee will be submitte No, 32-3 by Chief's - oe 
ue os to the officials in- 9°. 
25X18 - die na above, who are i : 


bee overtime payments for Sos . 
_ Forms should be HEE dle he in advance.to. 9. * 
insure: receipt. o the beginning. Gf 


Ne the quarter covered by the estimate... 


_ 6 - 


ape A 2 es Se aa a ean mn VR eI On eT  ELRGER IEE Ata forum ieee ReNNEeNe rarities TE OBCSS Crea aE? : 


Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 : 


Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 


. ob. After ‘approval as 09 NIDENTIAL...« for ivanbiesees in the oe ag ee 
- gontinental United States may e ordered_by the appropriate Staff Chiefs, = a 
Assistant Directors, Chiefs. of Branches pear i -  25X1A 
-@. Outside the sontinenten- Limits of the United States, overtime may: 
be ordered and approved by Chiefs of Missions or their Deputies, oo 25X17 
. They must, however, have evidence that. sufficient funds are available for = | 
ome payment before - authorizing overtime. Native and. foreign national employees 
io. outside the continental limits. of the United States who are paid in accord- 
ance with locel prevailing wage rates are not entitled’ to overtime pay un= 
less local eustom: ia hate 
; =) 
d. Ald work in excess of 40 noua Jeesiae airing one administrative ee 


i 
Oey 
ae work week will be considered overtime if, authorized and ePpravedre in pavence, 

ae dn accordance with the: above provisions. . 


e,. Approved overtime Worked will be sala at authorized rates or com= . 
pensatory time off may be eT roweds = 


15. Holideys 


eee ' Work to is performed on a holiday for. uidioh ‘holiday pay will be issanted 
| a met be authorized and approved in advance in the same. way as for overtime 
Fis work and pay as shown in 14 above, An’ employee can only be excused or paid 
holiday rates for that portion of his tour of duty which cad falls. with- | 
in the 24-hour neaey Ber eod a and not to: exceed 8 HOUrR 


16. Night. Differential | 


a. An additional 10 per cent of an employee's bie pay will be- Allowed ee 

- for work performed between the hours of 6:00 PM and 6:00 AM, when such hours 
fall within the employee's regularly scheduled tour of duty. ‘Night oe 
tial cannot be claimed for time used . in obteining meals. . ; ls 


be When: computing night differential reference should be. made te the | 
attached Table which shows the maximum. hours of ae differential that 
ean be cleimed for various tours of duty. mi 


. 17, ‘Terminal, Pox 


Annual. ee must be ‘iguidatea by a “Lump sum payment when’ an. em= 
pleyer is: separated from the Federal service, or when trensferred between 
positions which are under different leave eee i. Ce, permanent to: fen ee, 
porary: or vice verse. ees 


eae Bigs Time end Attendance Reporte wild be submitted to the Budget and. oe 
; pinanes Branch, A&M, or the Special Funds Division, OSO, as appropriate cre nee te 
in aecordence with instructions on such offices. Ces Ee ee 


“by Two. copies or axtreate of Bb or navel padeea, will be. eee ee 


| ae . x the appropricte. Tine oC ONMDENE Ate be submited with une first | 


at 1 S a 


sg Se ied an ie aie aul pete ee ET a at lah aa am anit asap muotcnmnotnnriinwisenet encarta ate Sesl egestt ee ent tae ay lee Ra chnmassnctbete yt tami ne DA AMSA SATS At  M ee 


| 
18. Time end Attendance. Reports 2 
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te ene ee enn ater ee It EERE EN NBER ttt trtiene nn ment nanan matt tinea neater Se renee rt catna ee te 6 ee 


sn: 


: Hf Detachment 


a DISTRIBUTION: a 


Approved For Release 2003/01/17 : ‘CIA-RDP81 -00728R0001 00010043-6 


CONFIDENTIAL 


report fore No. 1130) niu military leave, If este extende. beyond 
that reporting period, additional military leave should be. reported on. 
subsequent Forms No. 1130. and a reference: ‘made to the first ‘Form No. 1130. 


Reporting: the TOOVeR 


.. Tine ond ! Attendance clerks will dactude under ae on Form 


“No. 1130 inclusive hours of overtime worked by employees. For overtime 
in the continental United States, © copy of Form No. 32=3 approved by the 


appropriete supervisor and the Special Funds Division, OSO, or Budget and. 


Finance Branch, ‘A&M, will be attached to. the eae Form No. peek when 
Set ae ‘to the sppropriate paying office. 


a When: night differential is cleimed, Form No. 1130 must indicate. 
the employees: reguler tour i duty. . 


ee, Correspondence porteinine to nit eonteed absence must be furnished — 
the eppropriate paying office to substantiate Form les 1130 on which | ie 
is Reece ; 


f. “When annual heave is converted to sick leave as shown in “paragraph” 


6 above, a notation to thet effect must. be made on Form No, 1130 and a 
medical certificate. or other. evidence sealers ce he acceptable must , 


support Form No. 1130. 


Boe ‘Assistant Directors ‘and Staff. Chiefs will submit in aiplicate to. 
the appropriate paying office a list of persons authorized to certify the. 
correctness of time and attendance reports,’ and will keep such lists. cur . 


rent at all - times, 


ao: Native and Foreign National Enploye es 


This Tha truction should be ged for ndministerine leave and Sanne 


to native and foreign netional employees at overseas installations insofar — 

- as it is ‘not inconsistent. with -locel laws and practices. Any deviations 

’ required by local lsw or practice must be reported to. the. appropriate pay= 
ing office in Washington and approval obtained before payment is made, : 
Such report must. furnish coe and a "copy of the peplicebie law | 
‘or hi eepakeaseee, 


fle Ladctel eye Z 
R.-H. HILLENKOETTER eae 
Roar Admiral, U.S.N.. 


Director of Central intelligence 


(Night san Teble) : ae . 
Sean’ 


ae 


“ena nec entaceneeiwtepiee anger I DL ee ali ataccentelecamanmpememaminiepenereeiiiiamn dats cela tmanranent asa ua Ine te cat (Ue Unga aateat omecrmanmeslitanteant tinned wall ta Set 
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-— SONEDENIAL 


ETRE AL SLL EIT 


: co NIGHT OIF 0 2 NIGHT DIF= 
TOUR OF. bury LUNCH. PERIOD FERENTIAL JOUR OF DUTY LUNGH PERIOD FERENTIAL 


0430 . 2400 = 0030 
0100 
0130: 
0200 
0230 
0300. 
0330 
0400 
0430 
0500: 
0530 
0600 
0630 
0700 
0730 
0800 
0830 
0900 
0930 
1000 


1000 + 

1030 

/ +1200: 

1130 

1200 

os) 1390 
1300 
us 1330 
oh: 1400 
mo) 1430 
ooo 2 3500 

| * 1530 
is 1600 
1630 

Po .., L700 
bo. 9930 
. 1800 
1830 

~ 1900 
1930 


1830 1400 - 1430 ere +. é 2000: 

; 0500 °° 0030 
0530 0100 
0600 0130 
0630 . 0200. 
0700" 0230 
0730 — 0300 
Oo800 0330 
0830 0400 
9900: 0430 
0930 0500 
1000. 0530 
1030 0600 
1100 0630 
1130 . 0700 
1200 9730 
1230 0800 
1300 0830 
1330 0900 
1400. 1930. 


1900 "1430 - 1500. 1. 2030 
1930 . 1500 ~ 1530 14 ~—s-2100 
Big 2130 
2200 
2230 
2300 
2330 
24,00 
0030 
0100 
0130 
0200 
0230 
0300 
0330 
0400 
6430 
0500 
0530 


i 
ae les ate re SCHR ce See oka 2S ain Sam ee 
| 
| 


2000: 1530 - 1600. 
2030 1600 = 1630 
2100: 1630 - 1700 
2130 1700 - 1730 
2200 1730 -.1800 
2230 1800 = 1830 
2300 1830 - 1900 
2330 1900 - 1930 
2400. 1930 =~ 2000 
0030 2000, ~ 2030 
0100 2030 ~ 2100 
0130 2100 ~ 2130 
0200. 2130 - 2200 
0230 2200 ~ 2230 
0300 2230 ~ 2300 
0330 2300 - 2330 _ 
04,00. 2330 - 2400 : 


LOPLSP OPW 
Seo Oe te eee 


Ww 


On 
a Or Ce A ee a | 


ne nD aD 
is ee 


 ONFDETAL 


i ge ee . Ie eee nme NAS Wen ed 
SPE Site oot ace wae ca athens lathe epmteemanemtarinmains tek ai teats a eyem maancnrancnngaae Sem ennaraantnantettnmmeN Nett HOLA AMT CLAN Af brane ert steorenmanemiemermmmeire eattserarramrtrriemey ecewinn unin wr ec ghe WG < Coaat cule quunnsswra way euimc ares os cuceatnnetan Som cesiat aie men 
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oom: AL nirmuronics: now ‘ see 
seentnctens D.- ote fete oS 


TB ORAN a lh April 19h7 | 
: evoeeilla Taava ‘athout rd eB) ae oe See ~ stkrnm 
20 J 194 wes SOON reson 2 -STATINTL 


Le a ope ae 


. 8 The purpoao. of this rignovandws dé to’ ‘ect forth ant standardise. 
thu pree: aiuto to bo followed. in, ‘the e cennting of ucave ‘idthout See uA 


SSIS ROR STS TENT EE 


sane en ne i Ak NET TOT MES EE ST 


Qe. DEVINTSS Ne - 


Lan. ~ALthout rae iG or) 1 te Aofinod by the cava Survico 
Conrdauts as "Tonporary Nonepay status and: ‘adscnce from duty cranted | 
upon c:pluycu's: requust". This’ da not te hu confused with suspension, ian 

‘Tartow + CY tins spone In nilitary service, which arc severed uncor oe ae 
bs Sy off Sot a other raculs tons. : Oe ee ee 
Be AUTHOMT2..2TON 


: The sithordantdon of Lor in a nattor of ndedinditentiee. 
ot et ae neepetlen ana thorefore may not: bo conandod as a right of: sasleyous 
a on fe OF dposed as a ponalty. 311 Lor in oxecss of 60 ae rust ae - 
eM ih ae approved: by thu chick, Porsonnol Diviaione oe . 


le CONDI TIONS FOR an. ANTIKG L. Or 


Ae ipaale: -eondition. for aay i cpownl of oeandia | L OP ‘phould be. ; 

- ruasonablu oxpectation thet tho omployce vl] return at tho end of the. 

/  -Qpproved period. . In additdan, at luast onu of the. sett towing Done itte ae 
a should result from euch RUB InOOS: Mc heone e 


go be Frotection or teprovensnt of. Sroloyouta 8 wealth (satornity.. one 
luave, convalescent lcavo, ctcs). Hatornity luave must bu prantcd un=: oe 
lone the employuo has no. etantton, of: elaine) to. duty. : e 


Oe ‘otontion of a: dqetrablo employees . 


tle Tiayonned ability to ‘perform the duties of tho seeitiae 
One year's LOr will be grantcd to an employee who wishus to return | | 
to n college or university to continue his education providing that — 

the subjucts he intends: to pursuc ‘are such thet... they could ba 
- uxpucted ta incroano tho crployea's: ‘worth: to his. position, - and: cra, 
“following tha comlction of this onueyéar porlod of: additional - 

training. In. each case the employce will be Foquircd.'to submit: te. 

hig Suporvisor a list of the: Bub lees fo bu ( takor: with: his: roquoat 
' for such 1. ave without paye ee, 


7 a . 


RSs, i 


pete cen og Pee AE ERAT i ne tA LA tt Fee ANNA AE NAAT PIRILLO SKE EPL hd Nanna enene neon one nett ee 


“Reever 05 eat aR ARNIS SEEN aN 
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O. Trovidiag noans for an ovorscas Loy 


eauneay: for personal r, Decne, ‘such as net 


f. To. pPcacrvo: ‘contanul ty of sorvica. in’ caso ‘of: 
ness incurred in lino of duty, whoro nn’ omployoo' is’ gr 
connee tion vith such injury 0 or eee 


Se ‘LRoceon:g 


| LwOb will not bo. ‘authordavd tint waaay’ ee ony ‘porto’ Yn 
oxcias of twelvo (12) monthse. Requests for any like. or shorter, 
pers] sh: ul:! adhere. to tho conditions: statod ABOVOs ue 


ote The unployuo should namie Lar fron nie | superrdecr ee 
rivins » ee dati Ceations = ne cee 


ye Page perdoda ioag Nae aes (60) den notdco of ‘action. 
WELL eb ohe- Baud, an} apley on 9 will: continue to be Topertod on. 
Port: ti32.- : ; ; 


: Ce Ron exten Jee! ae i‘ Stay (60) ae or Jeni ‘or, Térsoniel:: c 
Action notice will ba issucd.. Tho Office concerned will submit = 
C10 Form 37-3 "Sorsonncl ‘ction Kequust® to the Porsenncl Division - 


at least cnc weok in: advance of ue avettve ate - tho or oee a: 
roloase from active ute 


‘de. The ctiaonnol 1 Uvision, 
will give the ancu noticu of tho cxpiration 
of L.0r so: that: the ‘aployce can bo contacted and the Form att, 
; Foquustz ae rotum to duty, can bu properly - submittad. 


In the ‘event an unployce docs not. return j fron L Oi: at the . 
deal plated: tinc, has not had an extension srantud a: hag not indicated © 
that. he will roturn, it will bu oe to ty 0%: nets the employou'e 

emacs duc ‘to Nabandonncnt: of Vocitiont. 


ae, in extension. or: voriowal of G: sttonded ma wl ‘also ccquiee 
a personnel action. The affieo concurnud will, theréforc, submit © 


Form 37-3 roquusting PER asisn of La." dn ageenianee vith tho above - 
conditions. es 


6. RaBT 4 or RuyyEsis 


the office coacern.d wALL bc responsibio tor erelicinary 
roviow and aprroval of all: n: qucstos for LMOr for confermance with » 
CIG policy, In cages where Justification few 10, - is: qucstionable, 
the Fordonnal Division. should be contacted aide ‘tochnient advice. 
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SSeS De ; an . 
« 
et 


eee 


CERES OSLO SEIT THERE 


aaa BOIS gS 


a 
_ 


Te FILLI-G L.ol iosition | 


a “ position cecupiod by an onployce on oxtondod ELOY nay bo.” 
— filled by a tenporary Appointnent. In such instance, the office... 
shoul) submit a soparate For: 37~3 requucting "Zstablishnent of a. 
Tenperary Identical Additional iosition", stating tho reasons under 
“Rerorke®. The sursomel Division will tako aprrooriate action to 
fill tho temporary position. Tho to:iporary inouribent of the position ~ 
must be renoved. by roagsipnncnt ‘or terminaticn by tho offoctive tinte 
of tho roturn to duty of tho rovular dncunbent of tho position. 


0. CEILINGS 


SP ene ae 


. “n individual on oxtonded L..OF, sixty (60) days or over, will 
not bu chr tcd against the Icraonnel Ccdling of the offico concerned, 
However, on crployce tomporardly filling tho position of sn amleyee ae 

On extn tc) OF wll bo: charged arainst tho collinte 0 


pint Ar AS he SAR Te YETTA SATS 


wey 


TOR THE DIRECTOR OF CENTUL TITMLLIGENCE, 


mucutive for jersonncl . 7 
ee Se and AcministratigTATINTL 9 
MVACHETSs None a ca 


DISTRINUTIONS A 


eset ain ie Plata iia ree eect eet > ~— ~~ : 7 - ; poe 
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t 


STATINTL 


| oo CENPRAL INTELLIGENCE GROUP eacbadts beatin. 
oe ae : Washington, D. C.. hhtctn cides Ped 


bcos : nose |] 7 er ree ek ee 


SUBJECT: CIG Policy on Active Duty Training of lidlitary. 
and Naval Resorvo Officors Employod by CIG 


EFFECTIVE UNTIL CANCTLLED OR SUPERSEDED Wee este STATINTL 


1.. The attontion of o11 CIG omployces is dircetod to CIG | 
Nonorendun tinbor [| issucd 19 ifay 1947, 3 

20 It is the policy of CIG to encourage in cvory practicablo 

way the active duty training of rcsorve officors: presently | 
omployod by CIC. Announcoments of the training available are 

made through all rogerve organizations, and arc usually indicated 
in the metropoliten prosse >. «3 . 


5. Whon practicable the leave poriod of resorve officer omployoes. 
will be arranged to enable thoir taking advantage of active duty 
training periods. , Bor Ghai eg 


4. Active duty training at places othor than local will ‘be’ 
encouragode a ; ae 


| Fa oo ee | ~ STATINTL 
FOR THE DIRECTOR OF Ci NT\L INTELLIGENCE: : : 


aa oe " Bxdoutive for | _ 
- Administration and Management ~ 


ATTACHUENTS: None. 


a cee nee DISTRIBUTLOW: All CLG Employces 


aes teu wah aed tect aecieha ge Aw ee Saat Gpenecteina® URNS: si: ied a Bren itl sanseenamaratatned erat ianenlidisdinniey dtabas Galt? TPT TENS TD Meanie ee EL me AAPOR CAAA RISER RE SAUNA ATE MSE A nti ayn AF B24 Send ces baa en bore REE AONE, ERR meen 
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i -STATINTL 
i 2 ae 3 e) aeas a Ate ltd a 
CENTRAL INTELLIGENCE GROUP AL -— 


‘Washington, D. O.. L- a 
eae . ee ears oe As = is 6 PY e 
MEMO! Bi aes Sh a, RPS oo ts | 19 May 1947 0 
WUMBER , Past eS. ae ee nee STATINTL 
“SUBJECT: Military Loavo With Pay for Annual Training Duty : aa! 
|" EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 
1, DEFINITION 6 edie at Mae ah ae a pens | 
- Military loave is definod as the poriod of lonvo with pay fron offie | 
cial cuty authorized for those civilion ornpLoyces who aro nonbors of the 


National Guard, Officors Resorve Corps, Coast Guard Rescrvo, or Naval - 
sand liarinc Resorvo, on cays on which thoy arc ongaged in training cuty. 


2. CONDITIONS FOR GRANTING MILITARY LEAVE 
rR ee 


bitty th 2 rete rated ete emanation RA oT EERO | | : 


a» WMildtary leave is crantod only to "ropular" cmployocos of tho  . 
United Statos ond of the Distriot of Colurbin, as distinguished fron 


_ temporary, substitutc, and when actually omployod porsomoe). » 


aa be Military lcoavo ds grontod for the purpose of training prospoc- — 
tive mcmbors of tho armod forcos of tho U.S, for notivo duty as outlincd 
in Chaptor L1-21 of tho Fcdoral Personndl Monual. | . 7 


8, «DURATION OF MILITARY LEAVE 


te “Ty genoreal, « maxinun of fiftoon (15) cilondar days military — 
leave “without loss of pay, timc or officicney rating" nay bo granted 

in any ono calendar year for ‘sorvico with the orgonizations mentioned 
aAbovce ; Si cer 20s eS 


- be Whon it is nocossary for an incividual to sorve for a longor. 
_ period, any tinc in oxcoss of tho fiftoon (16) cays maxinun will be 
' chargod as annual leave or leave without pay, as detornined by tho 
employco concorncd, = = 
4. PROCEDURE | | Sage 4 | | 
An criployco dcsiring nilitary leavo should submit a roquest to his | 
- Anncdiato superior on. Standard Forn No. 71, Application for Leave, 
aeconpanicd by two (2). copivs of his military erdors. Tho Forn No. 72 
togethor with tho nilitary ordcors will be forwardod through propor. | 
and the leave will bo ro= 


: ATTACHMENTS :. Nono- 


Sear RL NHL ES ICR TCE SANT RNA LB ICT ICSE PERO TERS EO TSE YE STEEPED Ee rth one We Penne sn Bi iids, Agaete ae ahs ete 


TEESE Ee 


oo DIB BRIBUTEONE. AS. Soe eS a  logaye cae 


HES 


Be : fs hott ace eres : 7 = ecrime teagan stata re Mayet tee REE itt OER ETHER MUG Pen at Nn Be tetlenrenrae a meena peinner tenia Naa heme Ar gsire RMN He MARI ON ae SAE Ala iD 
1 NIN ARTUR TOM ORT TRNTAUT . ; " a g if 
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STATINTL 


Ah eA eS 


int qq - 


; : ‘fe Tt ds required that tine nd Attenianee Reporte, for ouch of lian 
8 Sos'00 : be. maintained by euch branch, division, or ‘aootton, on ‘Standar 


seme sant cance ane AA I ge A ARNE treat Aa 


: . Xo, 1130, ‘There mat be entered on Standard Fom 1130 the number’ ‘of “hours ‘dn 
. Par status, and the annual. leave, atok leave, or leavo without pay ‘chargaabie 
for each 1 day pay perion, Those, roporta mist be formurded to | 
| es 1) later than hr30 Pome on the Honday folloning | ies 


olusy of each lb day p ay po artod. ; 
by Form 2, Application for Leave, must be secured and transmitted wth ; 


ATINTL 


Time and Attendance Roporta for all annual leave in accous of 1 days or wien ‘3 


the leave oxtends from ono roporting period to the nex be Wen alok leave, | 


covera 4 period in excess of three dye, a certifivate of a physteian or prac- on 
t{itdoner: will be furnished. Won sick leavo covera a visit to a physteckan, Di 
dontiat, ooultat, eter, tho’ time of the visit and tho name and addrons of ‘tha. 
doctor ahould ve furntahod by the employee. ¢ on Form 7 or ina statemant to be - 

STATINTL 


attached to Form 1130, The leave clerk in a hee 


will peat to tho ‘Timo and Attendance Reports the annual and sick leave Sect 


/ lated by wah urpleyaa in uecordance with "Regulations Relating to Annual ond 
Sick Leave of Goveranont Employees (aa anendod, Jung 26, 19h6, offocti ve uty y 
“1986; 11 F, Re 7257)". 

a. OVERTIME . 


Be ALL work 4n excess of wo hours purforned during ono Meek. will be i con + 
-giderad avortine, if authorixed in advance by a rosnonsible offictat of tho 


Srandh oh ‘which porfomads Ovortime for omloyeos: in grades up to an ine. 


uy 


eluding tho base pay of Pe2 or. CAF=7 will bo. compensatud at time and a holt - ae : . 
‘provided such ovar'tina 48 approved 41 in, advance by. tha 2S eee : . STATINTL 
“Finanva Division. For employoos: in grades above tho bano pay of Pa: or CAF “7, | 2% 

: conponantory time off may be allovod in accordance with the Revi atens. of ~ . ; ae i ‘ 

a Public Law 106-1940 Congroae. | - | 


eg? 
H : 
Sorte an eH rt ame  gh 
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ST 


eh 


PEIN 


sate | porforned by onployoos in grades aoe P2. or carer. 
os Approved ovortine worked by unployoos in Oradon Pee, “oer "and bolow 
will bo recorded on ‘Standard Fora 1130), Timo and Attondance Report, -oovering : 
the pay pariod in which porformod and the duplicate: copy, of Form 3-3, ‘baring ; 
“tho Approval of tho ontot,[ id: mill be attached thorete for ee 
sitar to ef) tet ey 0 Fo a8) 
a com } may bo rotatnod by tho initiating offic. me pte ease Fate 
ce ee alee ae ee 03. CNIQ0T DIFSERENTIAL | 


STATINTL. 
STATINTL 


pane treat ten ret inte aa A arte 9 TLS CEN BEIGE NT PRET IAS SISTA MIEN 


; ee : 2 . Vhone ver an omployve seresien a tour of duty. botwoon tho houra of 6100 Pete. 
ae me rs A i and 6100 Bate, an addition of 1.0% of hin baso pay will va aliowod. Tho Timo . . 
; 7 a and Attendance Raport, Standard Fora 1130, must. indicate the onpleyoa's_ tour 
—- . of duty whonovor a night difforontial ip claimed, oe 
MES ee Ey Homamag DAL PAY 
| . Werds parformod 0 on holidays will bo emniporantod for at davblo timo. Hows 
eons in viow of budgot Lnitations, prior: appreval must bo eocured from tho so a 


Midas (Jon Form 32-3, bofore: any oinp) poy a) is roquentod to rondor fae 


porvicos on a holliday, . 


5. DISTRIBUTION 0 OF SALARY CHECKS 


ae 8 galary ohucke will bo divtributad vy ee, : 


me tho wayment and jeavo olorks, of tho ‘branch, division, or offico in which “o 


ISTATINTL 


ito individual 1s cmiowids A List containing tho namos of tho “employee and - 


“havin apacon doal grated for stgnaturos will accompany cach group of chocks. 


as a Tho nigucd Liste. ovidoneing ruaoipt of tho chwoks by. tho onploycas: rust, bo row | 
a turned to. | immediately upon doLtvory of tho ohooka Undelivered 


os ‘chonks accumpantod. by a momorendun etating tho, ronson for non: -dolivery mat be 


'STATINTL 


roturnod at tho sun ‘tino. In thoao tnetancos. whoro, an employee 1 ae absent ° 


trem. work. but. dt: is iknow that he wi rotum, ‘within. 
‘wave. otork ay rotain | the. det of unde Avro ‘ohocks 


+ teaemar ets teseiengs teh AOS cream rangi eis 
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Sy 


prsmatagsy ON OF ant cvness — tanta 
db 


thal cheoka do not booome. loat or mlmasend and that security regulations: are: 


not violated. ; i ae i 


5. ISRO NY 


awk 


rf infomation reearding ths last worn Od mt oe 00 


SF re ATA ET BARLEY 


ener es en ee AT SEE EY J RATED 


in advance, auoh as Parsonnoly eee 


hare 


Funds, Division, af and be on filo in ee 


FATINTL 


/ Bxacutivo for Parconnel o 
and . Sdninlatation | 


i 
i 


7 , : 
1 TM etme NT EE EYRE Tt 
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oS CONFIDENTIAL «=©—si(“sis} COPY NOW 102, 


_ CENTRAL INTELLIGENCE GROUP 
Washington, D. Cy 


MEMORANDUM Se haa 21 March 1947 
NUMBER est | 3 7 : 


SUBJECT: | Tine, Leave and Pay Regulations - Unvouchered. Funds 


EFFECTIVE UNTLL 30. ONE 1947 UNLESS SOONER RESCINDED: 


1. ee ND ATTENDANCE REPORTS 


Be ae is “required that Time and Attendance Renorts for each 
‘regular civilian employee paid. from unvouchered funds be main= | 
tained by each Branch, Division or Section, on.Standard Form 
No. 1130, in duplicate, while such employees are located: in the 
Continental U.S.A. There mist be entered upon Standard Form: 1130 
the number of hours in pay status, the annual leave, sick leave, 
or leave without pay chargeable for. each 28 day pay period. The 


ee ae as original copy of the ts rust be forwarded to =, os 95X14: 
KI a | ee not later than 4:30 peme on : eS, 
nts a. ae ae Kon ay Loliowing the close of each 28 day pay periods The dupli- _ aoa 
; . cate copy will Des retained by the originating eer teee ea 


De Form. 71, Application for Leese aise be secured and trans= 
mitted with the Time and Attendance Reports for all annual leave 
in excess of 12 days or when the leave extends. from one reporting.» 

_ period to the next. When sick leave covers a period in excess of 

three days, a certificate of a physician or practitioner: will be 
furnisheds “hen sick leave covers a visit too physician, dentist, 
oculist, etc.,:the time of the visit. ‘and. the mame and address of 
the doctor should be furnished as an, attachment to Form 1130. 


| 
| 
{ 
“Pee For employees deporting for overseas ‘assignments, Form. 1130 
be a, hee 2s Time ond Attendance Renort, shall be forwarded to er 
<r ee oe not later than 4:30. on’ the day Owin g . 2 
fg aS, lee oS '. departure of the individual from Washington, with a notation. pierce 
that the employee has departed. Time and Attendance reoords for. 
employees outside the continental | limits. of the U.S.A. will be ce ee 
governed by the procedure set forth in poe ei ae. eA OK 
Accounting Procedures" dated October 19466 ee eee ne ee 


os, ayo The: i eave fe re 25X11 
will’ post.to the Time ond Attendance Reports, e.annual and sick _. i. 
~~ leave accumulated by each employee in accordance with "Regulations Sheed 7 
~«. Relating to Annual ‘and, Sick Leave of Government Employees (as” ce 
aoe amended June »: BB. eo) effective Mines 1, 1946 - ee 25X10 ae 


. 


Ys MAS) OP Dos CONFIDENT AL 2 


. Be eg cee So eee arene IN TAY EEE LON IEEE EEN MT IT SPENT TEE BREE REI TEEN EEE TT ESTAS T TIES EO RRS NSA NEN TE ETE see 
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“CONFIDENTIAL 


; = 2 - 
2. OVERTIME - 


fe All work in excess of 40 hours performed during one =~ 
week will be considered ovortime, if authorized in advance by 
a responsible official of “the branch in which performed. . Over=° 

_ time for employees in grades up to and including the base pay 


(of P-2 or CAF=7 may be compensated at time and one-half, pro= 


ae ofa vided such overtime j roved in advance by the Chief of te 
4 rn _ the  stor employees tn grades above the — 
. Pe os ‘ Ay base pay of P-2 or CAF=7, compensatory time off may be allowed 


in accordance with the provisions of Public Law 106 ~ 79th 
“Congress... — 


be Requests for the approval of overtime in grades P=2 and: S getet 
CAR-7 and bolow will be submitted to the Chief 25x 1 
1. ete eee. | in detail and in triplicate on Form 3223, caring the : 

ar aan signature of the Chief or the Administrative Orficer of tho 


Branch, Division or Section initiating the request. Upon ree os * petp se 

(® a | ceipt of Form 32-3, the Chief of. the i, 25X11 
. a tes _ if appropriatey: enter his approval ona hree copies and return -_ me 
oe He _ the duplicate ond triplicate conies to the initiating offic ig cpa 

the original copy being forwarded +o the peteee os ERA 

{ et ee ee No requests should be submitted to the (Rief of 8 = 

. ee “a3 - the for approval for overtime to be pera 

y employees in grades. above the base pay of Pe2 or CAFe7... 


| ce Approved overtime worked by employees in grades P«2 or 
| CAF-7 and below will be recorded on Standard’ Form 1130, Time and. 
| Attendance Report, covering tho pay period in which performed and. ee 
a duplicate cony of the Form 32-3 bearing approval of the Chief, . 
1 will be. atta jhereto:upon transmission , «1 
Se ae Tho triplicate copy . oe 29X11 
ae Ge on Ook Form May BC y tho initiating officer, — coe - 
| 


de Compensation for approved ovortime worked. will. be made to 9) 00 

the employees in Grados Pe2, CAF-7.and below at the end of the. 

28 day pay poriod immediately following the 28, day pay period in’ 

-which the work was porformede... o yea cee, 
7 e+ HOLIDAY PAY a 

eee ae ae ee . Employees assigned to duty'on holidays designated by. Pees 
BP Exeeutive Order per Seetion 11, Public Law 390 will receive com ek ete 

Se as ee ee pensation at double time rates for such duty. However, prior. ep eee! 
fa Gaye “. -_ approval mast be secured from the Chief of th Fae eS ee DEK As 
pe, Cee ag ete ht Cap orm 2-8 in accordance with. the procedure outlined or oe 
OT Oe ee ee So ea adage 2(b) above, | =. . Se a eee 


+ CONFIDENTIAL: . 
Behe eye se ae a a Soe Gia Dee Se, ee OE eo cers ea case capac ainsi atc sebuah cab ko sdoripcapeloacscn Seine ton Sone an 
pa neti, suntan bem emensren ganar erm * we 5 : apr . oe , foie : 
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AA conrpaner an 


4. DISTRIBUTION OF SALARY CHECKS. 


. ae Salary checks will be picked up by a designated clerk 
of the Branch, Division, Section, or Unit on the’ Monday following 
the close-of each 28 day pay period botween 1] a.m. and 4:30 peme 

The designated clerk will sign for all. ‘checks piven to him for: 
St distribution. lo may retain any undelivered chocks for’a max- 
a a _ imum period of 5 days if it is known by him that he will be able 


be Stel. dhe, ora to deliver said cheeks within that period. Any cheeks that cannot oe 
boo Bae delivered shall be roturnod to tof es 25X11: 
2 Para ase [ with o memorandum of oxplana Le a oa ee em oe 
Po | bg Tb ds understood that ‘by virtuc of necossity, cortain < 


special casos may require individual handling with rogard to the — 
delivery of individual pay chocks. In such instances the dotails 


of’ tho dolivory may be worked out by the individual employee and. 
cs ec the knowledge ‘and concurrencs of 
the Branch, Division, Scotion or Unit in which the. employce is 


workings . 8 ee f eo? Baie. SN 


¢» The designated clerk charged with the responsibility of 
delivery of checks must exercise extrome care in tho handling: - 
thereof in order that. they may not become lost and that scourity 
may not be violated... ae ee et 


Se TERMINAL PAY” 


Qe! Employoes who are terminated will be paid in accordance with 
the “Lump Sum Payment Jct", reoare: 


be No employeo paid from Special Funds who is terminating his - 
Service with this organization shall be given final clearance and/or Se te ge 
final salary payment until there is on file with the Oe on GOL 
final clearance form indicating that he has no. liability. 

to the orgenization for any proporty or oporational monies assigned 

ehee to him during his employmente © = ie ae 
25X1A. eee OS ee ee Wee Sa a 

oe FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


oN 


a é bk chs Sn Ge . Executive for Personnel _ | ee 
“ATTACHMENTS: None) 02) and Administration 060 


DISTRIBUTION: A 


nin ASME EAE BIEN YD OS AREA TL Sa ROE EPA TE EP AIK, ETE, EASA Oa Cale OI ent en a See atte 6: Bia Sgea eee cere Seni te DR nba thet, Sarto ou oy ell apse med 


SON PIDRNTTAL “oho SEUSS yen en ee 


a 3 ome eae : Foo) hr raccatiaatiwempetnemurtetgamn manaucier ttn qnennann steal naa ito ene ate taunmane ene actrees ARs MESHURTRNe LS etn ene TOIY nye ental OZR HA ap Re aA ubGnb eda WTP UnAiSnIEAs taheLeapenal eA mete 
“adaoreategei Cane SESILA A Tee EAE a Men RLTmnaNeHeNe ewan morens eterna Es - ‘ ; 
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Eiks a oS Pee Sask se BN 


: eo : at a CENTRAL INTELLIGENCE AG ONGC 6 tee Sy re a ee 
i. e Bie G0 i SeStane ton: De Oe vie ee a es a 
ee a Ag ayo oe ST ATINEL 
1 ADMINISTRATIVE TES TR et ae 6  thagust 19NB . 
: NUMBER | sma: Mie ee ee a ee ne 
‘SUBJECT: ‘Absence for registration and a ee ee ae i eee 


1, The fallovwing annouhoement from aos House is quoted a iy oy : 
for the — and enhde ance of all’, co fcerned: : ee 


“29 “In so. tor\gs may be rete cabl¢ without interfering : serio aay 
with produc bion,s employees who desire t@ vote at communities where they 
‘maintain voting residehce, except. wherd voting by absentee ballot is 

permitted, will be excused for that pirpose without charge . to ‘leave 
..for a reasonable time on 11 election days. . Further, empleyegs who - 


ee 


) ~ will oe voting in jurisdictions which require registration in person tae 
oN. will be excused. for that purpose wrihout charge ty leave for a reason- 
\ able time during the registration periods specified by the jurisdi ction 
; N = in which they wikl vo te. Such au thorized absence should not exceed - 
. the time actually required to vot (One eete ets as the case may be, 
Ni a and in no event should it exceed one working. cay) for each election 
or registra tion BE sore “ 
- % 
hy 


LO, voting. or nape tion whaeh will require | ionger than one’ day, 
inorder to enable him. to gofto his legal, residence ‘to vote or. 
' register, permission: will byl granted whenéver practicable and the 
.) pariod of absence, in execussfof one day willbe charged to annual 


\- we ee these. ¢ ses when an empliyee requests addtional ° Leave 


| ae leave Or, if annual: Leave | pear ee os Teave without pays. 
Nae . io : 4 : . 
Noes "This ‘letter: ‘supe efsedes. that on the say subje et addressed if 
nee to ‘the Heads of Executive Departments and Agencies by William H. 
: Moligmo lds Adminis tratgve assis tant to. the Presiden 1b; October 12s lle . 
: oe ae DONALD s.. ‘Dawson 
: of a OME fe pelea ee “‘Sgsistant ; eee eee 


oe v6 ; 
ks oF : 
i oe 2 
[ a ' : 
7 -# a 
fe, Ee eee ae PABCULLVE: tor. ce : 
[: ee eae -Ldministra tion and Managenent : 


. f 
Dig IREBITION; ie ALL CTA ouployees fs 


: oP, 
aes : 


tance amano Nee Meek AMC HITE IER U PER wa enaeeainmense sone: nanan teoass ee Ms ee PVR Md Soa RG Che PARMA SL Shalem LAE ads Soak RCSA EE ALND EET er ECAR EAT tM RY AML He TEER SE ESE: 
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ioe a | | CENTRAL INTELLIGENCE AGENCY 
ee Oe ae 7 7 a teeninete, D. = 


“pmnsmarmi a to 1919 
7 : | | igh 7 STATINTL 
SUBJECT: he — and Might | ferential Compensation; = = . —- 
Pompenaettey. Leave. Sh tae ee ae 
eee 4 . oo 
l, Authorization" ‘and approval of holiday and ‘overtime work. shall 
‘be made and granted on an. hourly basis, Accordingly, payments. for holi-— 
pr day and overtime work or ‘the recording of leave taken in lieu of overtime 
°°. @Ompensation will be made ‘for each full hout of service actually. pe. 
me ek Hare may not be taken in lieu of holy, compensation, 


oy : 2, Payment of night differential’ wil be ‘made. for each full hour of 
fo _ service rendered between the hours of 6:00 PM and 6:00 AM (Standard sea : 


and no ‘payment will be made for’, a/fractional portion of an hour, 


ob 8g) Phe. intent of this I Ipéttuction is to establish uniformity in the | 
-. . authorization of and payment for w eric performed, It shall be the respon~ 
sibility of officials within the bphriches and offices to insure. that their ; 
employees work full hours” of ouey. a eel that poupena tion due may: be pueed oh 
granted, . we ‘ oe STATINTL 


‘ hy 


he’ Sections Pye sand as, Administrative wetness 
22 April 1949, and Ahe Night Differentialfable attached thereto, are here~ 
by: amended to: the extent of compliance with the. foregoing. | i 


8, ‘This } struction shall. become effective ab July 19496 os 


FOR THE DIRECTOR OF CENTRAL VTELLIGENCEs Cie ee Te ANTE 


sgh 


. # : 
iar & so 
; : : i vu , " ‘ 
AS og A ren a4 
ae ay ps 5 A Me apse : 
eR? it fos 4 ay 
trl : f : 4 \ 7 Ss ‘ ; 
nay ie JY } eM : 
D 
\ 


Tt Oe ae o> Be Neh tad ee yt _ 
DISTRIBUTION: A, hs — 7 | ; 


obs | yteeitemes ssa ocean 


aa ee ypnore atnd t cas eetinehocininc inn inte a, + Sad hs (8 Tanae ge eeesie Laem sutaamemmaninunateimmnammmimsitancea inns aaa b ba cbitgeanine ened ia araniaieenitain hits Si ten taes etnias ah stiaas et mienhludtt Newaesstiraf gan’ Hoertitaepnanabonn Bemeacagnt! 
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Nd } a; a pe a 
vo tes Pie as ‘CENTRAL INTELLIGENCE AGENCY - i? 
oP: ee - Washington, D.C. | 7 


a “ADMINISTRATIVE - THSTR IOTION i So eee 2 Septcaber 1949 


a ~. NO, : 
can ee | LOS. toc%s “STATING 
‘SUBJECT: Holiday, Overtime, end Night Differential Poy: and - ea / oe 


| Compensatory Leave <e . a . : aa STATINTL 
_. RESCISSION: Adnintetretive Instruction _ dated uy muly 1949 : ‘ ae 
eat eee ra me eS ! STATINTL |: 
alee peeee eck 1b, of ‘Adniutietrative Tnetruction [| aatea 
22 April 1949» is anended to read as follows: 


"Entries on Standard Forn No. 1130, Time and Meteniones 
Report, indicating the time of day an employee worked, shall 
be Standard, Daylight Saving, or other, depending upon the time 
observed ‘Locally when the work is Ret bonmcss Mit 


2. Holiday and overtime work shall be euthorized and approved 
for whole hours. Payment for holiday or overtime work will be suede. 
for each whole hour of work. Leave in lieu of overtime compensation | 
will be reeorded for each whole hour of work. Leave may not be. taken 

in lieu of POUtaey compensation, | 


reaaehirmmnemmnraemenenamenaa rece eacentetnanas arene ala ecaeaneeeceaece peepee tea a LS 


a Be. Night differential pay is itieptcea for each whole hour of 

_ work between 6:00 PM and 6:00 AM (Standard, Daylight Saving, or other, 

-. depending upon the tine observed locally wher the work is performed). 

. This provision shall. be retroactive to 7 Septenber 1949 in compliance co ae 
‘with: Pup Law 288, Bist Congress. | oe ATINTL 


ete ee ‘Thos of paragraphs 16, 17, end 18 of Administrative 
Instruction Ne dated 22 April 1949, and the. Night Differential 
Table attache ereto in conflict cae ahhs. revision are rescinded... 


7 FOR THE DIRECTOR OF CENTRAL TN eee 
— STATINTL 


DISTRIBUTION: A, 2 
oe | 


Nae ceria enn eas eter nhcou oma binge tiated ituaetnlatimd Une tit ne SEAN site atecnelac trees waren eee “oe : ome dnt ne Oa nang ni Sa rndnibnleoncnsigy # CO. 
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sagem 


7  ENTRAT, INTELLIGENCE AGENCY 

Washington, D. C. 
{ 
I 


ADMINISTRATIVE INST é | 30 septenber 194900 
wives © 3 cas ) | — STATINTL 
‘SUBJECT: Holiday, Overtime, and Night Differentiel Pay and STATINTL & 


Goupenee Cony, Leave 


RESCISSION: Administrative Instruction No. i) dated 14 July 1949 
tae . . | -STATINTL 


- 1. Paragraph lb, of citi steative turtivation dated 
22 April 19495 is enended to read as follows: 


"Entries on Standard’ Form No. 1130, ‘Tine and Attendance 
Report, indicating the time of day an employee worked, shall’ _ 
be Standard, Daylight Saving, or other, depending upon ae tine 
observed locally when the work ds performed." 


2. Holiday and overtime work shall be authorized and dapeoves 
for whole hours. Payment for holidsy or overtime work will be computed 
; for each whole hour of work, Leave in lieu of overtime compensation. 
_ . will be recorded for each whole hour of work. Leave ney not be taken 
in lieu of Hel tday conpensation. 


36 Might differential pay is authorized for each whole hour of. 
work between 6:00 PM and 6:00 AM (Standard, Daylight Saving, or other, 
depending upon the time observed locally when the work is performed). — 
This provision shall be retroactive to 7 ea 1949 ‘in compliance 
with poplte Law. 288, Slst Congress. ee ae aes STATINTL 


ithe ‘Those of paragraphs 16, 17, and 18 of Administrative 
Instruction No. dated 22 April 1949, and the Night Differential 
Table attached thereto in conflict with this revision are. rescinded. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ke tn | . STATINTL, 
Executive | 


DISTRIBUTION: A, 


intermedi aE eels oe erm a wo et ot sai eaclauewmcane he 10 nts lente an ennai auanaraenee et acne rem renee CI PENA ATLANTEAN L RN DU ES YT 


I ARES Ste a tir eet rhe rad oo ahead bpd dtpedbanide hime sbtadtacs Cada, ewe aes Saye 3 Hits, seas aie 


ol wd : 
oe os ae 
nee haem Fh ncaa 
Pe Ge ae ag CENTRAL INTELLIGENCE AGENCY — 
ee : bBo 2.2 Washington, D.C, 
~ ADMINISTRATIVE i a Uk July 19%9  oTATINTL 
NOs 2 age on | Dd ante ee 


SUBJECT: Holiday, Overtime and Night Differential Compensation; 
Compensatory Leave. es 


ie 1 Authorization and approval. of holiday and overtime work shall - 


be made and granted on an hourly basis. Accordingly, payments for holi- 


day and overtime work or the recording of leave taken in lieu of overtime 
compensation will be made for each full hour of service ‘actually rendered. 


Leave may not be taken in lieu of holiday compensation, 


- Qe Payment of night differential will be made for coach full hour of 


Popa 


‘service rendered between the hours of 6:00.PM and 6:00 AM (Standard Tine), 


-- employees work full hours of duty in order that compensation due may be 


and no payment will be made for a fractional portion of an hour, 


3. The intent of this Instruction is to establish uniformity in the — 


authorization of and payment for work performed, It shall be the respon= 


sibility of officials within the branches and offices to insure that their 3 
“granted. STATINTL 


he Sections 16, 17 and 18, Administrative Instruction ea dated 


22 April 1949, and the Night Difforential Table attached thereto, are hore= 


by amended to the extent of compliance with the foregoing, 


abe This Instruction shal become effective ah July 1919. | | 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: oe 
Poe seb: | er a a STATINTL: 


"DISTRIBUTION: A, 


nt metered ne tracrment aera ist RSRMEA Pils nat cc nape mre AAAS ae RNS SORRY SAINI ANCE IR PL pCR ecco ag ey 
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CENTRAL INTELLIGENCE AGENCY 
; Washington, D.C. . 


ADMINISTRATIVE INSTRUCTION h ugust 1948 


NUMBER Pena 
pee ae Gear as 4, ~ STATINTL 
_ SUBJECT: absence for registration and voting. | Sah 
1. The following announcement from the White House is qioted oie gee 


for the information and guidance of all concerned: 


_@ “In so far as may be practicable without interfering seriously 
With production, employees who desire to vote at communities where. they 
maintain voting residence, except where voting by absentve ballot is 
permitted, will be excused for that purpose without charge to leave 
Yor a reasonable time on all election days. — Further) employees who 
will be voting in jurisdictions which require registration in person 
will be excused for that purpose without charge to leave for a reagon- 
able time during the registration periods specified by the jurisdiction 
in which they will vote. Such authorized absence should not exceed — 
the tine actually requirsd to vote or register, as the case may be, 
énd in no event shceuld it exceed one working day for each election 
or registration period, a5 ; 


ea hs - In these cases when an employee requests additional leave 
woo for voting or registration which will require longer: than one day 
in order to enable him to go to his legal residence to vote or 
| register, permission will be granted whenever practicable and the . 
period of absence in excwss of one day will be charged to annual . 
leave or, if ennual leave is exhausted, to Leave without pay. 
2 "This letter supersedes that on the same subject addrussed 
to the Heads of Executive Departments and Agencies by William He. |. 
. McReynolds, idministrative Assistant to the President, October 12, 19h) 


~ /s/ DONALD 8. DAWSON 
Administrative Assistant - 
to. the President". — 


cr eae eee | : -STATINTL 
FOR THE DIRECIOR OF CENTRAL INTELLIGENCE ei oe 


orfeerm rena ar merne cine gene ant! EASTON ERO Bee SORAETACESRMMORES torments oe caiy eee vee geg 


) w a] 


administration and Management 


 DISIREBUTION: All CTA employees” 


<3 ee “a PCE 
: at CREPE ETL 
eR NT ES Ne art re 


Lt oy eee RIFLE Ca URR ON U Mamgng otegh Wit Reon MEAN AS 


20h a eet IRC IM SLA nee CTech EEG AP anne BEE IE ENS ASERLUEA Rh ee AA, 
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ce STATINTL 
eee ie ne ee wh ede lene 
EE eo a oe see CEN TRL INTELLIGENCE AGENCY — : 7 
oe ee ee Washington, D.C. : 


ADMINISTRATIVE thst ON ian” jah eee epee Me sient 1948. Gl 4 A 
NUMBER = Doe Seas. = | | i 

a ae x = STATINTL 
suBdsor: ibsence for registration and voting. 


avs de the fallowing andeanccne at from the White House is noted | 
for the information and ee sance of all concerned: 


| 
[: © fee a, a S oe "Tn so far as may be practicable wetnout interfering seriously 
jae er pele production, employees who desire to vote at communities where they 
ve “maintain voting residence, except: where voting by absentee ballot is 
tee: Me row permitted, will be excused for that purpose without charge to. leave: 
oe 7 for a reasonable time on all election da YSe Further, empleyegs who 
: - wihL-oc voting in jurisdictions which require registration in person 
willbe excused for that. purpose” ‘without charge to leave for a reason- 
able time cine the registration periods specified by the jurisdiction 
in which they will vote. Such authorized absence should not exceed 
‘the time actually reqdirud to vote or register, as the case may be, 
and in no event should it exceed one working day for each election 
pee registration periods | 


a a> "Tn fee e cases when an employee. reque us ts additional leave» 
Po oe Se for voting oF registration which will require longer than one day — 
. - in-erder to enable him to go to his legal residence . to vote-or | 
register, permission will bu granted whenever practicable and the 
- period of absence in excess of one day will be. charged to annual: 
leave: or, if ennuai leave is exhausteds. to leave without pay. 
a ae ia 
Da Fhe ae ‘wThis letter: supersedes that on the same subject. addressed 
Rea oe ree) the: Heads of Executive. Departments and Agencies by William He. . 
a ee eae /MeReynol ds y ‘dninis trative assistant: to. the Piper cen vb October 12, Tghhe 


ee ee eee S.. DANSON 
ao < : ‘Administrative assistant . 
bo: one President" 


©. FOR THE DIRECTOR OF CENTRAL INTELLIGENCE re IN 


ae Executive for 
jdministration and Management - 


“ DISIRTBUTION: .A11 CIA employees 


pe feecten pein ne tens een tA NERC NTR FCT ti ents RE AAT 
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| CAT eae Sen a Re ae ge DRAFT PREPARED BY BUDGET OFFICE 
| er aaa eae ee ce? Oe Se Bele Pe eg 
eee . - a 4 pe on es ae “ ( 
Q € en af 


Rae “avert haste orn 
m . 


stat NTL. 


| 


: | : ne aaa : . : ; | if ae 
FS ADMINTSTRATIVE INS! De aoa ae 2a ee Gi. ou. 
Nore f a FE C 
be ee MO. | a oo an ie 
; © sosscn Time, Leave, ao Pay — Oe Eg 
- e : ; EF A Iho. te ‘ ; S a 
| | Rooigaion: ‘Paragraphs f andes amtai strate Instruction | STATINTL | 
I o 7 : : 7 | = 
. 7 Sat 22 April 1949, 


FE In aeeordanes with Decision of the Comptroller General, 


No, Be 83881 deted 17 Heron 1949, the veuuje-bioue contained eee 
and, 4 
aaa cere Be Adninistrative setraetion dated 22 April STATINTL 


1949, are rescinded and the following substituted: 


7 eg on ep Annual ‘Leave prograns will be planned in advance 


1 ! 
and scheduled so as not to impair the efficiency of operations. 
4 

i ; 

if | Supervisors petecneleie eck approving leave will assure ike 


employees are afforded an opportunity to avail thenselves of 
earned annual 1 Yoave. An employee may be placed on annual leave 

in any case in which the supervisor responsible. for ona 
| leave considers it desirable from an official standpoint. | ms oa . o 
“Bnpleyeos, sonenled. for leave during periods not desired by. 

thom may elect to refuse such leave periods, but refusal may . 

result. in forfeiture of hee amount | of enaey Leave which is in’ 
“excess of the maxim that can ‘be carried forward into the 
“succeeding year. ie : | | 


FOR THE DIRECTOR OF CENTRAL INTELL TOBNGE 
“oSTATINTL + 


/ | Executive | 


E ee ae gts spnin cinta tanta he Aotbinaes aka rei tea bate tes Ah AMATI Y Neen MEET RPAH NN SHH PT SAT tm Lad eS YAH OE PS AUTISTIC RRM ELPA NT OAR NID ep Po AO Beg abe A a SLI ER TUG a ge Sea EES gt 
Chee mater tee Anke meee NNN IEEE ECLA TERRE OY Rll meres eee : 
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Administrative Instruction | i | DRAFT » 


- CONCURRENCES s 


- Personnel Officer 
General Counsel 


Budget Officer 
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Crt erty erpeen acorn no cee ei err paar iat a ee 


7 July 1949 


MEMORANDUM FOR: THE EXECUTIVE 
SUBJECT: == ANNUAL LEAVE 


1. If it has not already come to your 
_. attention, a recent Decision of the Comptroller 
General, No. B-83881 of 17 March 1949 (28 Cale 
526), is of interest in connection with the 
published CIA annual leave policy... i 


2&6 In effect, the Decision states that 
an employee may be placed on annual leave in any se 
case in which the administrative office considers - 

it desirable from an official standpoint. A 

specific instance is the case in which an employee 
may be placed.on annual leave without his consent 

_ when work is slack in‘his particular activity, a a 
but which is: not sufficiently so as to warrant . a me oe 
complete suspension of those operations. he 


25X1A 
LAWRENCE R. HOUSTON 
. General Counsel 


ec: Personnel Officer 7 
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geet heres ak ie renee 
Sua 
ge 
> 
é 
Ne 


ee = — GENTRAL Giclee a AGENCY, . 
a ee a oe ee a Washington y D. Ce a 


" ADMINISTRATIVE 4 ita oe 17 severe 1948 ree 
_. NUMBER eS ee ra ee oes oe STATING. oe 


Le : ase 
UBIEC: “Legal nena ae de oe 8 ee + ee -STATINTL - 
Paragraph 15, Administrative Instruction a dated 24 Jane: 1948, a EA ny 
“changed to" read:as, follows: vie (a0 Ae oe Pe: BY 


156 Holidevs ies ae . ae ee ae 
ay “Work to be’ pdbeormell n'a holiday for which holiday. pay will 
be granted. must be. authorized end approved in advance. in the. same way 
as for overtime work ond, pay as. shown, in 14 Above » An employee’ can” 
only be excused or paid holiday rates for that portion of his tour of 
duty which actually falls \yithin the pny holiday period, and a 


to poxeces S hours, 4 / 


(1) ‘the ae days | are established oe law as » Tegel : STATINTL:. 1 
Honsdoys: . ae 


niet ia 


New Yeart 8 Daye 
Washington's Birthday 
. ~ Memorial Day | 


ae al arun ary oa 
a . 22 February: o£ 
30 May. ie \ 
4 July a Independence: ‘Day 
| Firet Monday. of /soptenter Labor Day 
1) Noverber = / Armistice Day 
Fourth. Thursday of. Novem er - Thanksgiving Day 
25 December yen ae - Christmas . 


ff 
é 


LE: eM pe Ler ine ee ee 


ey. Whenever any of the above Renidays fall on Sunday oe 


iz tata RO oe 
Aa te ee ; 


ree (a) The SOLlowing ‘Monday: wih be officially observed 
“4a the holiday and non—work day. by ‘the employees whose - ee 
- [Beeudee work - week is Monday through Leung ge Sa iat 8 


i. 
hee ‘(b) Sunday will be: officially observed as “the holiday. 
Se ae - ‘anid non=work. day Py pmpioyese whose regular work week . includes © 
ie. i 2 Sundays fo nee meee G a ; 


(3). Wheh a Legal. Holiday falls on ny Saturday. there will He no. i i 
: ‘additional . non-work day unless prog}aimed by the President. ee ee i 
“indicated An (A) belowe oe ee ue aac 


es : ise BM 


[Pmsemiid 


(4) ie provisions: other’ than those: specified — Taye oe a 
are’ announced by. Presidential Proclamation. — Bap loves will be» oat 


cram nngn eipeemseerintnrn \d lina nib net RES PNETEAN Seuaen onion ancesencimasnerenes 


stam narereetaiaareeten 3! koseowcsean Neier sata ban 
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offictally. notified of. holidays ei nee by the President o 
ouedietely Hpen: receipt: of the oiciey announcement. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ceo STATINTL 


ae i ate & ere Executive for. 
ee Re a me ee _ Administration and Menegonent 


E ee eo ot 8 0M ore 
See es - HONE sain ‘wioads- 
Ey et OBAISOSY | 
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| CENTRAL INTE LLIGENCE AGENCY | 
Washington, D.C, 


ADMINISTRATIVE fo an ere i 9 August 1949 STATINTL 


| SUBJECT: _ Time, peavey and Pay mer Ate Cee oe ee 7: 

ee ae ~ STATINTL 
RECISSION: Par s3.f and 3. By Administrative Instruction Soe cae . 

58 No, dated 22 ode 19495 

In accordance with Decision of the Conptreller General, No. re STATINT a 

B-83881 dated 17 March 1949, the regulati in paragraphs ATINTL 

3. f, and 3. g, Administrative Sauer 22 April . 

1949, are rescinded and the following subs on Oe es 


Nt Annual leave. programs will be planned in advance aaa, 
scheduled so as not to impair the efficiency of operations. _ 
Supervisors responsible for approving leave will assure that 
employees are afforded an opportunity to avail themselves of 
earned annual leave. An employee may be placed on annual» 
leave in any case in which the supervisor responsible for 
‘approving leave considers it desirable from an official stand= 
point. Employees. scheduled for leave during periods not 
desired by them may elect to refuse such leave periods, but . 
refusal may result in forfeiture of that amount of annual leave 
which is in excess of the maximum that can be carried forward — 
into the succeeding year." 


FO THE pe OF CENTRAL INTELLIGENCE: . 


STATINTL ° 


xecutive 
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— STATINTL 


— 
& Kees “és 
St 


pas eS gga, INTELLIGENCE AGENCY 
A a eee Pe io. Washington, D. G. -_ 


SESE 


ADMINISTRATIVE ene oe an! sl ap Movenber 2948 ri hea M49 = 
NUMBER. ee tae bee ae —_ ae | STATINTL 
suBsEon Legal Holidays Cine © .. re ers STATINTL. 


cA EFS RPE AS SOE NSE PEE 


‘Paragraph 15, Administrative Instruction LI: dated 2 June 1908, 
is. changed to read as ee ; 


bE etka: 


15. Holidays 
. a, Work to. be performed on a holiday for which holiday pay will 
be ae must be authorized and approved in advance in the same way 
as for overtime work ond pay as shown in 14 above, An employee can 

only be excused or paid holiday rates for that portion of his tour of 
duty which actually falls within the 24-hour holiday period, and not 
to exceed 8. hours « 


SARE EL RT ELEN PLR INTE INGE EET EE 


(2) ‘the following days are established by law as Legal. = 


. pe Henidayes 
i al panianey tae 8 = New, Year's Day 
4 es ee a 22 Februery | /. = Washington's Birthday 
ee see a ee a ree Oh ae ee ar ~ Memorial Day 
i a oe / 4, July = Independence Day 
| First Mondey cf ecptembor ~~ Labor. Day, 
po 11 November. - Armistice Day: 
: Fourth: Thursday of” November ~ Thanksgiving Day ° 
' 25 Decembor - ~ Christmas: 
be _) (2). Whenever any of the above holidays fell ; on Stingay ——. 
Bo .: se - 
‘ae ? ee (a) The: Following Monday wild be. officially observed at 
pa as the holiday and non-work: day by -the employees whose. 
4 “regular. work: meee is Monday a cuer Madea ye: ‘a 
Zz (b) - Sunday will be- officially observed: as ‘the “holiday 
Bo / and non-work day by employers whose Pogue : work week includes 
; » Sunday. 
5 — : Po eae 
Po (3) . When a Legal Holiday falls. on 1 Saturday, ‘there will be: no . 
po . - additional mt) be! day unless a eal by. as ‘President | as 
a _ indicated in (4 below. ne 
ee ae ass Holiday. provisions. other then those ‘apecified by oe 
oe ze 
| eae are announced by. Presidential Proclamation. Employees will be. 
1s ae 
; scald 
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“officially notified of holidays, proclained by the President 
*" gmmediately upon receipt of ‘the official announcement. oP STATINTL. 


” FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


i 

L sont ee Sivas oy ok a Png ae _ Executive for res 
Was a Lee Ck ee, ee Administration and Management 
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1949, are rescinded and the following substituted: 
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- CENTRAL INTELLIGENCE AGENCY 
Weshington, D.C. 


ADMINISTRATIVE SSH, eg pupust 1949 
No. ee eee i oe oe 


| SUBJECT: Time, Leave, and Pay 


RECISSION: Per 3. f and 3. g, Administrative Instruction 
a2 No. ated 22 April 1949. 


In accordance with Decision of the Comptreller Generel, No. 


3. f, and 3. g, Administrative Instruction 


STATINTL 
STATINTL | 


STATINTL | 


B-83881 dated 17 March 1949, the Segara in paragraphs 


ut Annual leave programs will be planned in advance and . 

scheduled so as not to impair the efficiency of operations. 

- Supervisors responsible for approving leave will assure that 
employees are efforded an opportunity to avail themselves of 
earned annual leave. An. employee may be placed on annual 
leave in any ease in which the supervisor responsible for 
approving leave considers it desirable from an official stand= 
point. Employees scheduled for leave during periods not 
desired by them may elect. to refuse such leave periods, but 


refusal may result in forfeiture of that amount of annual leave. 


which is in excess of the maximum that can be carried forward 
into the succeeding year." oe 


ae THE DIRECTOR OF CENTRAL INTELLIGENCE: : 


DISTRIBUTION: A'~ ¢ 


dated 22 Aprdd | 


t 


-STATINTL 


Ae Ahem ne ae S2E PEASANTS Bases 3 a 
: sravemanorennowysgeaenteres 4 
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ee “y 
} } 

ae cee OS a” em ay ceymR muah sctley,, Pe ao art ees 
| AmNEsTRiCaVE INS uC: ee ne weal? Novenber 1948 soy ATINTL 
es NUMBER ; a oS 
ie nate : STATINTL 
hs . SUBJECT: Legal Holidays 
7 ‘Paragraph 15, “Administrative Instruction at 2h June 1948, ae 
vis. shatiged. to,, read as, follows: ae : : 


Bs Holidays © 


. Worle to tbe: pentodma on a Holiday for which holiday pay wild : 
‘be Senta must be authorized end approved in advance in the, Same: way, or cae A 
as for overtime work and pay as showri in'14 ‘above, An employee can 
: only be excused or paid holiday rates for that portion of his tour of - e 
duty which actually falls within the (24-hour holiday period, and not 
: | ace exceed 8 hours, - 7 ; | 3 
b, (1) The following day rs ere established by law as Logal °° 
f “Holidays: Pee a, oe Oe : 
: LJanuery = | er at - New. Year's Day 
ae a ae Lae 22 Februery , ~ Washington's Birthday 
ec an ag : 30 May. = Memorial Day 
cis) | 4 duly | ae ~ Independence Day = : . 
bs _ First Monday of September —~ Labor Day” | aoe OES ia 
11 Noverber . - Armistice Day tas 
: Fourth Thursday. of November ~ Thanksgiving Day 
he December: Su Ga | - Christmas 
ce (2) Whenever any of the: above holidoys fall on ‘Sunday - -- 
Se eer an meee 8s aCa) The following Monday: wild be officially observed - 
ee ee oe the holiday and non-work day by the employees whose.“ = eran 
: regular. work week is Monday ‘through Friday, Se Parise a 
ee te ee (b) Sunday will be officially observed as the holaday si 
ee een eeranna 7. non-work Bey by employees: whose. regular work week includes: ae 
Sunday. ae ; . oy 


(3) ‘When a weg, Holiday falls on eee there will be no 
< a additional non=work day unless peceleted by the: President: as 
a indicated in (4) below. : . ; . 


(A) “Holiday. ppoviedona: other ther those: sheciPied by law . 
are announced by: oo ne proc tamets ny Employees’ will. be. 


eee STATIN 
re ee 
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OS Armediately upon receipt of the official announcement. 


} } 4 

\ 
fo effietally notified of holidays proclaimed by the President | 
.., FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ===) 


te ee ae Begs: ae: lo SRSCUTLVe FOr. ie ye 

Bs ocr ar es — . .. ... Administration and Management. ete 

TA ee eg OO ea ge ET ac ae eB ON Te abs et cm ghey, PPR, 2 ant. AN Toba: 
_ DISTRIBUTION:”. All CIA employees °. oe ae : 
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CENTRAL INTELLIGENCE AGENCY 
Washington, De Co 

re a ay : : a 
a yy : 


Nee 


ADUINISTRATIVE ; ope N88 Ostober 1989 
, : fs 2 are oes : : 


SUBJECT: Lane or ParteTime Dharm 


t 


i, oe ne 


: . Py | 
le In aocbeanaoe any Public Law 316, Blet ceueeaey effestive 


5 Ootober 1949, : ‘partetine enployees, for whaa there has been estabe 
14 shed a regular tour of duty covering not less than five deys in. 


. any administrative workweek, will aeorue ono hour ‘annual leave for | 


every 10 hours: of duty, and one hour = aiek leave for avery 17 hours 
of dutye  . ; 


"Be Purtanreph Yaa of Adnini strative Tustruction =[__] dated 
22 April 1949, is. resoindede i 


po THE DIRECTOR OF CENTRAL INTELLIGENCES 


EXSOULIVO 


DISTRIBUTION A 
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~ STATINTL. 


STATINTL 
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- GENTRAL INTELLIGENCE AGENCY: 
Washington, D. C. 


co 


i. ADMINISTR. vA STRUCTION eS 28 Jenuary 1949 


‘, 


NO. BS oe “A i en oe ea ae - a 
| ad! Ba hee ie, br a Sn, Feo STATIN Lock 


a < 
fed ce re 


7 : fa 


‘The off ieial works hours for and activities of the Central Intelli~ 


gence agency | are from 0830 ‘to 1700, oures ; Mondsy through Friday of "each 
‘weok. These 1 hours provide for’ ne “thirty minute dinehcen Sevied: 3 STATINTL ae 


FOR THE, DIRECTOR OF CENTRAL “HVEELLIGENCE: 


ne i - acting bxecutive 


eee | Al. TA Employees - _ | SF tied — STATINTL 


ST ESM) ED ~ | 


SEPetS 


rare 


Be 


Paes 


eet TS ES 


PESSEOTEIL I FER 


cae pn RES RE EEL EILEEN SEA EA 


ne ~ 


NETS 


“SUBJECT: Leave for Part-Time Employees. 


22 April 1949, ig rescindede 
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STATINTL | 


> 


, a CENTRAL INTELLIGENCE AGENCY 


Washington, De Ce 


ADMINISTRATIVE INSTRUCTION. : 27 October 1949 
ss NO es noe * . 


i 


le In accordance with Public Law 316, 81st Congrossy effective 
5 October 1949, part=time employees, for whom there has been estab= - 
lished a regular tour of. duty covering not. less than five days in | 
any adninistrative workweek, will accrue one hour annual leave for 


every 10 hours of duty, and one hour of sick leave for every 17 hours » 


of dutye 
2. Paragraph 14a of Administrative Instruction | | dated | 


-_ 7 STATINTL 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE’ 


STATINTL 


Executive 


DISTRIBUTION: A 


~ STATINTL 


: 

4 
4 
.) 
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CENTRAL INTELLIGENCE AGENCY - 
' Washington, De. Co 


ADMINISTRATIVE INsTpuomrow Bg oeboper 1949 2 8 
ee Leave for Part=Time Bmployeese 


Beg In acbordanes with Fublic Law. 316, 8lst Congress, effective 
5 October 1949, part-time employees, for whom there has been estab= 
lished a regular tour of duty covering not less than five days in 
‘any administrative workweek, will accrue one hour annual leave for 
every 10 hours of dutys and one hour of aAek leave for every 17 hours 


of dutye _ STATINTL : 
Ze Paragraph 14a of Administrative: Instruction nol | dated — 
22 April 1949, is rescindeds. ; 


FOR THs DIRECTOR OF ONTRAL INTELLIGENCE: be . wth 
, ‘STATINTL 


Pe 


| DISTRIBUTION: A 


a 
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4 


“) STATINTL 2: 


wen, - ao a Lo kee oe a 
: : Fa : 


CER TRAL INTELLIGENCE. AGENCY 7 52 a i df 2 >/V4 
- Washington, D.C. = ak wae 


ADMINISTRATIVE INSTRUCTION =i = BB enary 1949 | 
NO. | cae tg oP ee ae rye STATING. | 
SUBJECT: Time, Leave and Pay (Official Working Hours) : 


+. The official working hours for 211 activities of the Central Intelli- 


ce aS, “gence Agency are from 0830 to 1700 hours, Mondsy through Friday of each | 


week, These hours provide for « thirty minute luncheon period, STATINTL 
7 FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: = | 


Acting Executive 


DISTRIBUTION: All CIA Employeés. — 
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se ee eee 


vd Tadte SES RS eS a 


(fens, 2s 


S a ADMINISTRATIVE INSTRUCTION: 
25X1A ef NO, | popu | 


“4 ae Jury Duty . 


ee Paragraph 1 lla. Administrative Instruction is anended 


Dis ARS it Dea ea y 


= mle 7 by adding the fold owing: | 
i ADS oe (2). | It is Agency policy” - encourage jury service where 

ever poss sible wi ‘thout serious i phottedeies Wi th Agency operations. 

 An- official Agency request for an excuse from jury duty will be 

| nade only on the basis of unusual pressure ‘Or work i conde of 
operations or - other adequate official POASONS «. aie for soourity | 
of operations, aaaly a ‘postponenant rathor than an excuse fron. 

: duty: will be: made,” Requests for excuse fron, jury duty or pos tponenent 
Wenee ee forvarded neo the Legal. 8 taff oe ac tion. mS 


FOR THE DIRECTOR oF CENTRAL INTELLIGE SNE: 


25X1A 
Executive. 


| | nis te | /9 an 


25X10 “CONCURRENCE y 


Legal Staff 


tarmac here En TACO EAE HS SNM EI PAPI POTEET SRE RP nr etn ce een rn nee nee nn ee ee 


_ RESTRICED 


SE Say 


é eee ee ee ea: x 7 : : ay : ont hearin aaa sun pee Deri mtn sae cAintne aware atte 
reste tte Aa RN NRE A BER SESS ES A PODS AAS RE CHU ES BMT CET CATION coc aati aan rata Emden econ ae pret perrncunrnrimers 


"-~Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6- 


Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 


a eee ek ho yo fe : 
Rieti Be ee 


Vor soe) SS GRNORAT ITER TQUNOH AGENOY. 0 Moe Mee 
LOSE IES Oty De Ce . : 


“ - somrsmRATIVE INSTRUCTION. oe aes ae 8 November 1949. 


STATINTL MMOs ar el ee ee oe ae 


STATINTL . Bare eeneon lle, Administrative Instruction [is amonded | 
Spe a by adding the followings sor 
“Yeae(l). It is Agency policy to encourage jury service » 
wherever. possible without serious interference with Agency. 
operations. An official Agency request for an excuse from 
jury duty will be made only on the basis of unusual pressure ot 
of work, security of operations, or other adequate officiel 2 Sa 
~ fe, See bee reasonse Except for security of operations, normally a post- , 
BSR ‘ponement rather than an excuse from duty will be madee “Re- 
. guests for oxcuse from jury duty or postponement will be fore — yPee H 
warded through the Assistant Director or Staff Chiof conerrned ee 


| 

| 

| nae Fe SUBIBOT Jury Dubys 
| 

| 

| 

: to the Logal Staff. for actions" eae i aa 
| oe: se 


-e FOR THE DIRECTOR OF CLITRAL INTSLLIGHICE: 
STATINTL | | , 


- Executive c ee i eee, 
DISTRIBUTIONG AL 80h at erent SP oF a ee fas ee Os 
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brad cee eae | ane | 
i eas RESTRICTED 


‘CENTRAL. INTELLIGENCE AGENCY 
‘Washington, De Co. . 


ADMINISTRATIVE INSTRUCTION | - 8 November 1949 
NOs oe Ns & ai = pk as | 


SUBJECT: Jury Duty. 


t 


; ‘Baragraph lle Administrative Instruction [__]is amended . 
by adding the followings —- Ria ae . op ta 


NlLeas(l)s It is Agency policy to encourage jury service 
wherever. possible without serious interference with Agency 
operations. An official Agency request for an excuse from a ‘ 
jury ‘duty will bo made only on the basis of. unusual pressure 
of work, security of operations, or other adequate official 
reasonss Except for security of operations, normally a post~ iy. 2 ee 
ponement rather than an excuse from duty will be made. Re-= : 
quests for oxcuse from jury duty or postponement will be for 
wardod through the Assistant. Director or Staff Chief concerned 


to the Logal Staff for actione" 


< : FOR TH DIRECTOR. OF CEUTRAL IHTSLLIGRNCEs . ad 4 


— Bxecutive 


"DISTRIBUTION: A. 


eS MSTRIOTED Por S oe ak a 
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CEY Ral IMICLTIGSNCE AGE CY 
Vashirgton, D. C. 
| ADSIRIOTR/TIV TSSTHUOTTOL ing as | ‘15 February 1949 


~ SURITCT: Annuel Leave. (Tine, Leave and Pay) 


, Pe PAE eet ‘2 Administrative Ins setruetion [____|datoa 24, June 1948, 
is chenged by subatituting sub-paragraph "i" and megane sub-paragraoh ‘Ngn 
as follows: 


Be Annual Leave 


ff. Every supervisor responsible for approving leave will assure © 
thet employees are afforded an equitable opportunity to evail 
themselves of earned annual leave. wo employec will be denied 
leave to the extent thet bie aa suffer a loss of eccrued 


annual leave. 


Annual leave vrorrems 412 be vlanred in advance and scheduled 
so as rot to i-pair the efficicney of oporgtions. iim iloyecs 
scheduled for leave curing pericds not desired by them mey. 
elect to refuse such leave neriods, but rofusel vill constis 
tute voluntary forfeiturc of annual Icave whieh is in exccas 

of the maxdiur that may be act crued ¢. 


. &- 
e 
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‘DISMIBUTIOH: ALL Cli PLOTS 
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CEPTRAL INIELLIGUACE AGE’CY 
. “ashington, D. C. 


| ADNILISTR..TIVS TESTRUCTION fie ae 8 Februery 1949 
SUBJECT: Annuel Leave. (Time, Leave and Pay) 

Parezreph (2, Administrative Instruction| ___|eted 24, June 1948, - 
is chenged by guby tatuting sub-paragranh "i" and adding sub-paragraph "Ng" 
as follows: . an . 2 ddd 


2. Avnual Legve 


f. Every. supervicor responsible for approving leave 411 assure 
that employces are afforded an equitable opportunity to evail 
themselves of earned annual leaves io employee wiil be denied 
leave to the extent that he “ill suffer a loss of eccrued 
annual leave. a Le 
@e Annusl leave programs will be planred in advance and scheduled 
so as rct to ivpeir the efficisney of ovorations. im :loyees 
- geheduled for leave during periods not desircd by ther may 
elect to refuse such leave neriods, but refusel vill consti- 
tute voluntary forfeiture of annual Icave which is in excess - 
ef the raxdrun thet may be accrued. “ ater 2 


POR Ti DLANCTOR OF G1 TRAL IRTHLIIOESCEs 


Acting ixecutive 


DISMIBUTION: ALL Cla UVLOVENS, 
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Bo, on. conten iho? f 
ned J | | : Ee ede Abe 
2 ‘ oe . Lae Sate ot i 
pean. ie | CENTRAL INTELLIGENCE AGENCY , ¥ ane é a PATINTL 
: eh a . Washington, De Co. a 


: ADMINISTRATIVE Testa . M 
i . NOs . | ’ 


SUBJECT: Time, Leave and Pay. 


es gh . ts i : i BO Bam oad ‘ ; 
administrative Instruction woe | _|aetea 22 April 1949, is hereby 
‘amended. Paragraph Number 8 is renumbere nunber 9, end subsequent pa STATINTL 
paragraphs aecordingly: = ewe 7 | _. STATINTL 
“sg, Leave in the United States from Overseas Posts | | 


"a. Eligibility fer Heme Leave 
Heme leave will be. granted an employee whe was 6 
resident of the United ‘States, or its Territories and 
possessions, at the tite of empleynent by the govern 
we hent, after two Feare continuous service abroad, or 8 
soen thoreafter as possible, previded ‘that he has a0- 
erued to his credit at the time ef such erder annual 
‘Jeave sufficient to carry him in’a pay status while in 
the United States for at least 30 calendar dnye@e 
Wy, Exemption ef Necessary Travel Timo en Heme leave 


~ Tpewe ef absence granted for home ‘leave shall be ex= 
| clusive ef the “time “actual ly snd necessarily ecéupied in 
oe ‘geing te or from residence in ‘the United. States, sr its 
, Torriteries ad’ Possessions, and such time as may be 
Fe ~~ nesessarily occupied in awaiting trenspertatione 


ede 


7 Me, Nenavadlability for Werk 


While en home leave in the Centinental United States, | 
the enpleyee shell net be avai lable fer werk er duties 

gxeept in the Agency, er fer training er reerieatatien fer 
werk, er fer military leave when sutherized, aad the time 
fer sueh werk er duty er wilitary leave shall net be esunted 


as leaveo ae 

qwe Youre’ Continusus kpouayy Service Abrend 

‘"(1) The ‘twe yoars! ‘Gentinueus ‘yaewey service abread 
dally reperting fer duty at his per= 


Baw 


shall begin upen effic 
manent duty stations — 
(2) The fellowing types ef leave shall net censtitute — 

© break in continueus. Mrewep service abread: ee a ee ce 


N 


2 giaaeapteersog each aries ytset mS SPIEL le 
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| (a) Annual er siek leave granted an empleyee while. 
; OF dye temperarily in the United States fer purpeses ef effieial 
- Se ees - @ensultetionn 7 | at = 


oe "(b) A ‘peried ef ammual lenve granted an enpleyee te wh 
poo 7 return te the United States, er its Territeries and §6s- 
ner ean CP tt - weasions, at his persenal expense fer the s ele purpese ef 
: meeting a persenal energenoy. aaa 
ne a 


a. : “"(e) A peried ef sick leave granted an empleyee te 
7 an oe . return te the United States, or its Territerics and — 
ie ae cua y ~ Peepcesissa, under preper authorization at geverument 

| expenses . . 
— - - "(3) Although the types of leave set ferth under d(2)(a), 
| — (d), ‘and (0), abeve, do net constitute a break in 'centinueus 
t . seeiey r service abroad', they de net count as "service abread?. — 
i. oe Thus, the peried ef "continueus ‘AMERY service abread’ must be — 
extended beyond the sriginal ‘two years for a peried equal te 
— g  the ameunt ef such leave. oe a 
: a ae te, 
ee * te, Noneexenptien of Travel Tine 


Annual. er sick leave “granted under the cir 
ferth in a(2)(b) and (6), abeve, shall b 
tine ef departure fran’ the ‘assign 
@lude all the 


cumstances set 

e calculated frem the | 
ed pest ef duty and will ine 
elapsed normal working time away from the peste" 


. a! 
W, ; ° 


: ee ne Re He HILLENKOETTER 
Bes Rear Aduiral,usy ee 
= : a at ‘Direeter ef Cextral Intellicouee 
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STANDARD FORM NO. 64 


Office Memo 


7 “to 4 “Managenent Offieer os e x | | DATE: JUL 31 1950 


MEE Ne eB ee oR te Oe a ORE a 8h PP ag ee Pa 


randuimd + UNITED STATES GOVERNMENT 


FROM : Assistant Director for Operations 
SUBJECT: » Temporary Duty Enroute to Overseas Posts STATINTL eo 
References: a. Administrative Instruction] | aated 20 June 1950 aa: . 
b.. Our coneurrence sheet (pro med. upon suggested changes) 
dated 14 April 195G to 31 March draft of same Administra- 
tive Instruction  —s_—> | ee es 7 7 


c. Draft of same Administrative Instruction, dated 11 May 1950 
_ (concurred in by this office on 19 May without aout) 


1. With regard to our recent conversation on this subject, the 
following statemont is submitted merely for your convenience and for 
inclusion in the relevant files. You will note that the change which 

we requested in the 31 March draft was incorporated into the 11 May 
@raft as Paragraph F 2, (reference ce). It took care of this problem 
and we concurred in the draft. The necessary paragraph was, however, 
omitted from the instruction as issued, | 


eS AAT RET EOE EE, ES ee TES 


siege esteem Re 


core 


2. Paragraph 8a (2) of reference Be now states, "Two years! con= 
tinuous service abroad shall beg reporting for duty _ 
: ‘ tt 


STATSPEC 


-STATSPEC 


‘: 


esr 


cape eet Ln NI FERIA I ITT ELLY SREB N EES ERENT TT STENT PTI PN TY ET ER 


_ 3, It is therefore recommended that reference regulation be 

amended to permit "temporary duty served at overseas field stations: . . : 

while ‘en route to an assigned statior!'to be counted as continuous: serv- oak 
ice abroad, : en a ie er a ae Cie 


” 
\ ‘ : ne 
i in a yh Mesto ase a ‘ ly “ ee ‘ . 5 4 * 4. : 
AleX vat atacand okie Ey LN aM AE FNRI MAR ob Ea AIR SAH DebODa aT a pAS AP DE ANS UE UTE NE A RH AT Hs NED Sa ce RA AREER LAS SaaS ES A BDA AS CHIT A UPROAR ABEND EEN 
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Ue RR TRIES EERE I BOGE LET POEL POEL TS 


phe gett AT WEE ER PEL 


ea * 
4 


n 
4 
a 


‘ADMINISTRATIVE INSTRUCTION . eo : ‘15 June 1950 oo. 


‘SUBJECT: Time, Leave, and Pay. ees | PUAN 


amended. Paragraph number 8 is ren number 9, , and sbebeks acs pares 
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— STATINTL 


CENTRAL INTELLIGENCE AGENCY = = = sts Ure a. 
-. Washington, D.C. 9 ee 4 


ty 


NO. 


| | ma “ | ae STATINTL 4% 
Administrative Instruction remmerl 22. April 199, ishereby == | 


_— accordingly; 
Ng: Leave An the United Stetes from Gversens Poste” . 8 te 4 
&é Ke Eligibility for Home Leave ts, 2a wilt, | 4 


. Home leave will be granted an salves who was @ 4 
resident of the United States, or its Territories and 4 
Possessions, at the time of employment by the govern- a 
nent, after two years continuous service abroad, — ILLEGIB| 
or as soon thereafter as possible, provided that he ‘ 

has accrued to his credit at the time of such order 
annual leave sufficient to carry him in a pay status 
while in ‘the. United States. ace at least 30 calendar 
days . | 


a 


4 De Exemption of. Meceacary. travel ‘Time on Home Leave : hae a 


Leave of absence eeanted: for home leave shell hee 
exclusive of the time actually and necessarily occupied ee ae ee a 

in going to or from residence in the United States, or si E 

ite Territories and sessions, and such time as may i 4 
be necessarily oceup ed in avaiting transportation. * - _ 


ware ge ‘Nonavailebility for Work ‘ oe nes ie q 
y fhe Coutimonted. United Stet 4 a re ie 4 
While on home leave} =the he employee shall not be avail- 4 


| a : sear -eble for: work or duties: leant in, the Agency, or for 


‘training or reorientation for work, or for military ss) 4 
leave when authorized,and the time for such work or a ee 
bs aunty or militery leave shel not be counted as leave. | q 
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a 2) Avperson who is a residen of the United States, 

Ase or its oe and Pogsessions »\and is emp: ae se 
AS ncy overseas shall be required to executaa "to 
‘seas Cc tract", Fo 


&, ps Two Years' Continuous Bervice Abroma 3 ILLEGIB 


(1) The two years ee a abroad co. “ILLEGIB 
shall begin upon officially repo duty at his 
‘permanent duty station. ee Rs 


te ea we ee (2) ‘The following types of leave shall not con- : | 
Paes “stitute a break in continuous[ 7 jervice abroad: ILLEGIB 


(a) Annual or sick leave granted an 
employee while temporarily in the United 
| States for purposes of official consultation. 


(b) A period of annual leave granted an 
employee to return to the United States, or its 
t fee Territories and Possessions, at his personal 
Petal . expense for the sole. purpose of meeting a perscnel. Z 4 
| emergency. oe. : 


C a eee, . (c) A period of sick leave granted an 288 - ; 
ota 6.3 _.—s euployee to return to the United States, or its ‘a ce | 

“i 3 ' Territories and Possessions, under proper euthori- ie ae: 
sation at government expense. . . a faith 4 


= db. (3). Although the types of leave set forth under 
OW2)(a), (dv), and (c do not constitute a _ : i B 
' break in. "continuous ervice abroad", they do A ILLEGI 


Bs oe | a not. count cemvroad’. Thus, the period of —s fase) 
LLEGIB | a eee | Sores " must be extended pts. Fob 
| Rete, wee CoS _ beyond the two years for a period Squat to . so 
op _. the amount of such leave . es 


& 


. Y, Mn Ne Nonexemption. of: Travel. Time: 


Annual or sick. ‘les e granted under the circum- 
etances set forth in J(2)(b) and (c), above, shall | 
de calculated from the time of departure from the 
phe Py ae _., assigned post of duty and will include all the reer 

dee Stine : normal vorking time avay fron the ate lk 

} ; 


“STATINTL. 


mys penne ninsmat ite teed 
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Bxecutive ar ae ee 21. dune 1930 
_ Legal Staff Re | : eae. gh _  STATINTL | 
Revision of Adwisistrative coon on a ST ATINTL. 


li Adwinistrative Instruction regarding desve. in the 
United States from overseas post, en reviowed dy. this office, 
and we should. like to make the. feNowing commenti : 


i Bogue fe 2. It is noted under paragraph B ae ‘that hone leave will be 

—- granted only “after two yearst continuous Agency service abroad." 
We do rot know if this wag intentionel, but the effect is to deny 
employees recruited abroad from other Government agencies the bene- 
“Lit of any sorvices prior to tele euploynent ty this Agency. 


FOIAB5 


‘he It is noted in regard to parcgraph 8 ¢., the act provides 
for enployeos on hone leave "in the continental United States rather 
_ than simply those "on hone. leave." Oe gs 


In answer to your questio:, : thane ig no provision int Pele 
io” , "or subsequent delegations thereunder, whereby the I sel ad 
has: amaison oe to eign this instruction, 


SeMOr eager nari g ae! a ernie gs egy Wet, penton Soe een Oo 


~ STATINTL 


te ject 


7 "Chrono 

te 

: Attache 

ie 2 Stencils — 

| Background fle. 
t. 
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COPY . | 

| ss GENTRAL INTELLIGENCE AGENCY : 

a . Fy he : Washington, De C. | 

: 7 | eg! es | ete oi as te oa Ao 

ADMINISTRATIVE INSTRUCTION 30 June 1950 Sn 

io chs ictal | ; a0 dae hee. STATINTL 
“SUBJECT: ‘Time, Leave and Pay me yc a ARs ae Te ee Oe STATING 

Administrative Instruction No| | dated 22 April 199, is hereby Ae 

amended. . Paragraph Number 8 is remubered number 9, and subsequent aoe - od 


paragraphs accordingly: 
- 8, Leave in the United States from Overseas Posts 
tg, Eligibility for Home Leave 


Home leave will be granted an employee who was a. . a 
resident of the United States, or its Territories and se Sr leew 
possessions, at the time of employment by the govern= eae | 
ment, after two years continuous service abroad, or as | re | 
soon thereafter as possible, provided that he has ace | 
crued to his credit at the time of such order annual — 
leave sufficient to carry him in a pay status while in 
the United States for at least 30 calendar days. — 


‘pb, Exemption of Necessary Travel Time on. Home Leave. 


Leave of absence granted for home leave shall be ex= 
clusive of the time actually and necessarily occupied in © 
going to or from residence in the United States, or its 

‘Territories and possessions, and such time as may be 
necessarily occupied in awaiting transportatione. 


Me, Non-avai lability for Work 


- While on home leave in the Continental United States, 
the employee shall not be available for work or duties . 
except in the Agency, or for training or reorientation for 
work, or for military: leave when authorized, and the time 
for such work or duty or military leave shall not be counted — 
as. leave. ae ee Gaia's 
tid, Two Years' Continuous Service Abroad 
(1). The two years! continuous service abroad ne ae 
shall begin upon offici. xeporting for duty at his per= ~ 
manent duty station... 


STATINIL, 


XT ahanGrencenonsiceieccasainau ones meetin Sait stazinand th 
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A eres pay en rretena rapetna f 2 NY RAS CT ap PITS Me a een BASH RSIS Pte 
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"(2) The following 5 tyres of leave shall not constitute: 


: a preak in continuous service abroads_ 


e) Annual or sick leave granted an employee while 
temporarily in the United States for PuEpoeee of official 
consultation. 


"(b) A period of cereal leave granted an Cetnionee to 
‘return to the United States, or its Territories and pos- 
sessions, at his personal expense for the sole purpose of 
meerene a personal emer gency e 


"(c): A period of sick leave granted an enpLoyee to 
return to the United States, or its Territories and 
possessions, under proper authorization at pore eH 


expenses 
(3) Although the types of leave set forth under d(2)(a), 


_(b), and (c), above, do not constitute a break in 'continuous 


service abroad', they do not. count as 'service abroad', ‘Thus, 
the period of Continuous service abroad! must be extended 


beyond the original two years for a eas equal to the amount : 
of such leaves 


"ee ‘Noin-exceup i. on of Travel Time 


Annual or sick leave granted under the circumstances set 
forth in d(2)(b) and (c), above, shall be calculated from the 
time of departure from the assigned post of duty and will in- 


clude all. the elapsed normal working time away from the post." 


Re He HILLENKOBTIER 
Rear Admiral, USN 
"Dire tor of General eee 


DISTRIBUTION: A 
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yh Be eet pare | 
ead ee ee : | ee ig 
a ae ee . PES sald - CONPESNTTAL NW Ma an Vee 
25X1A , eae ; : ie 
- reson} | JE es May 1960 : 
PROS: : ae ‘ Liandgonent Officor We ; 
: wife ‘Draft of Ldtmistratiy feeruction ro ee . - 
"gh and Poy se Ne mag fo : ; eee : 4 
ae sn - ica nite Se 
oS Se 
‘le. Thore {s ropr 6a bolow c-ro-draPbaof a proposed Adiinie~ See te 
bebo TSE WStT Si” Goncerarne tintey—Leave,..ond-paye A provious fh . 
\. draft was. circulotef on 31 March 1950. Tho BUBE CEG —Povisiens have ff ; 
~-“beon. incaoporatet i nbrwdhirs rom dire ryenenmenennnig Sree fo 
Be Rope ° ee armonts rz ee 
E this. off3 2 “by 22 ilay 1950. = ae 
25X1A ? ; 
; oa TYESTRLTIVE INSTRUCTION : 
| | SUBIICT: Time, .Loavo, and Pay. i 
PETA OO ae ae haninis trative Instructicn | [dated 22 April 1949, is : 
ar aa Ee hereby omondode: Paragreph. nunbor 8 is renumbored number 9, and ; 
J - subs equont PRTEEEODS accordingly. ; : 
Be Leave in’ ‘tho Uaited States from Ovorsoas Posts 
aha Bligibility for ‘Homo Loave oe 
" Hone Loave will be granted’ an omplo eye) “iho Wee Re agen a oe coe 
“resident of the Unitod Ste vbos, 4 iteetpres ; aes 
Possossi ms, at the tino of om oS a i 
continuous Agonoy servico abroad, or ab .soq thereafter == an 
as possible, provided. thet. he has acerucd to his crodit ice i 
at the tine of such order ‘amual lonvo sufficient +2 carry. | 
- him in a pay status while in She Unitod ‘States for at om a 
least $0 calsnder days eee ‘ ioe ee ee ae Aes 
Be -Tonption of Nocossary Trove 1 ‘Tine on Hono Loavo oo he ee ~ | 
Leave: of. absoneo grants a for hove ‘Leave shall bo I 
_oxelusive of tho time actually and necossarily occupied ~~ Pee of 
in going to or from gesidence in tho. United States, or ace wil 
its Gorritorios and Mosscssions, and such tine. as may be ei een | 
nocossarily pacuplod 7 in oad ting transporte vélone ee , so : 
ul | 
| 
CONFIDENTIAL 
Eee ; eae atgtiaaer itis snRNA < 4 
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a ea Aud | CONFIVENTIAL Vee ee : 


——-Por~bionsduag. tha paris breve will bo paid a 
Meta oy, dotymthessh sane eat 

nocordanco with, game eae Mote 

oe TY BasQchuadl Ura one Sie 

\ ae 7 : us) us ie, h ee : ata ing : Meera AIL, 


i] 
enn an 


YQ. nee a divadlabinity for ‘York - 


While on-homo leave the. oxplayeo shall not be. available 

for work or dutios oxcopt in tho Agency, or for training or 
+ ~--roqriontation for work,or for military loavo whon authorized 

* os - cand tho tine for such work or duty or military loavo shall 

| 

| 

i 

i 

i 

| 


not be counted as loaves 
i Two Year Contract 


AL) 2 Bs enplsyoo assignod fron hoadquartors: to an . 
oversoas pornanen’ nae, station shall oxocuto a° "two your 
overseas contract", Porms Wa. 51-104, or 55-104 before 
lornwing the United States. 
(2) A porson who is o resident of tho U. Sax! or its 
orritorios and \ossossi ons, ond is enployod by tho Agoncy 
ovorsoas shall be roquirod to. execute a "two year overseas 
contract", Form No. 51-104 or 55-104 at the time >2%f his 
eaploynont by the igoncye : 


EB. Two years Continuous Agency Sorvice Abroad 


(1) The tw2 yoars continuous Agoncy, service a nead a ee 2 J 
shall pegty upon officially Een UNvAge fox: ae at - os . 


permanent duty station.e men a nee i 
91 aunts eas meena ne G38r oat oSpSPEn cay ewes pa eG visor woyeen -" \ 4, Aart : aa 


Lonortinignbocanporneger ce CATT AN-Wirddbe--crourbod”. ote 
‘Pawo nde teers ae Fbonvinusvsigoueyys Srvico~-nbreadsprovidod ay 2 
ert 5. Wad 2) obuin a) “15 “Y 


ac 


| 
| 
} 
| 
oes Oro Ad Rootarny 
Bes a) Tho: following types of loave shall not constitute Why 22 
fet aly Page res _ . break in continusus Lgoney. sorvico abroads - me 
eee erty (a) Amnuel or sick leave granted an eiplevec: ~ 
Pee poe gih® 2.8 while tonporarily in the United States £ or purposes 
‘Of official consultation. ogg oe 
(b) A period af annual fore prast an omployce | 
¢9 return bo. the United States, or: groaped ea onto ; 
“and ossessions, at his personal. oxpense for tho. sole 
‘purpose of meoting & personal cnorgoncye tad Pub, tie Beet 
| . (c) “A poriod of sick leave granted an onployoo | See a 
I to return to the Unitod States, or. ite-(orriterios i 
| and: fossessions, undor propor. outhor ization at governs. 2 een 
rient expenso. 2 tate e eke 
(4) Although the tear of loave sot forth ‘undor COLE ina ee i 
“pay tayee and (0) 5" above, do not constitute a broak. in eae Big al AS ee 
"continuous Agoney service abrvad", they av‘count: peers 
as “servico abrond'. Thus, tho poriod of Ae sHe lL aiouk ‘ 

{ Aponoy sorvice abroad" sust bo’ oxtonded beyond tho original 
| two yoars for. a. por rod, equal to the: asnount of such Loaves.’ 
i ‘ ; oe : 
| 


COMPING TEIAL 


: falar erecta thicane tina ppteetminaetbomenipainisn cu Dnaisean shamecten oth smaae- hater rersapeiistns himremtoton oe 
sieinbaevitas ene oe. 
| encanta eat tae saat meninepitrertaimtnerae etter ~ 


: srr ci MANN SNS No SM nae a NOME URE BI NSS ROSES 
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RES, 


ana’ Be Ata: tee i aie COMET OGNT TAT, £2 Ph 

ee 7 | a G. Non=Bxonption of Travol “Pino oa 7 

eee oe ee fe a Annual. op_giok loavs granted undor tho: cirounstancos oe ee 
LEGIB .. 2 oes -. got forth in b), and (c), above, shall bo tl 
. : oo Ss calculatod fran io of doparture from the assigned — Pie POEs 


| a : wer post of duty and will include cll tho olapsod normal Lee : aS he | 
ee working tino away fron the. poste. . oe a . 


FOR. THE DIRECTOR ¢ OF CENTRAL INTELLIGENCE: 


i 
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DISTRIBUTION: A. 
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i Ae oe . as eer Jt Ww 
‘ i . me hes a ees 

3 f 
ae : . 

| ee CUIYRAL INTELLIGRNGR AGENCY =~ ee 

i . ‘Washington, Ds Ce oa we 
i. ADUINISTRATIVE INSTRUCTION Be ete ie “39 June 1950 
i Noe a as vats 
: : : ; . . STATINTL 
SUBIECT s ime, and Pé Pale 
SU Time, Leave and Pay ge Aer 5 ee  STATINTL 
i "Administrative Taasuchi on ¢ Sth a ee is hereby 
amended. Paragraph Nuaber 8 is renumbered number 9, and subsequent 
h paragr aphs accordingly: . ; 
i "8, Leave. in the Tnited States from Overseas Posts: 
- | : 
7 Wg, Eligibility for Home Leave 
Home leave will be geanted an employee who was a 


‘Yesident of the United States, or its Territories and 
possessions, at the time of. erp Loyment by the govern= 

ment, after tivo years! continuous service abroad, or as 
soon * shoreafter as possible, provided that he has. ace 
crued to his credit at the time of such order annual — 
leave sufficient to carry him in a pay. status while in 
the United States for at lcast 30 calendar dayse. 


i "De nbsere hyn of ‘Neces sary Travel Time on Home Leave 


Leave of ebacnce granted for: ae leave shall be exe . 

‘elusive of the tine: actually and necessarily occupied in 

going to or from residence in the United. States, or its 
Territories and possessions, and such time as may be 
apna E occupLod "in ae transportatione 


genie? Nonmavai lability for ork 


2 


‘While on home leave in the Continental United States 9 
the employee shall not be available for work or duties 
except in the Agency, or for training or reoricntation for. 
work, or for military. Leave when authorized, and the time. 

_ for such work or duty, or military Leave shall not be counted — 
as Leaves 


tay Two Years! Continuous Service. Abroad 


; | (1) Piro years! continuous. service abebade shall 
begin upon officially Sopartine for duty, at his rca 
ooo Coty a vatiiie . 


2 : or eer en erento A UE WAY SRC RP Cm ERR et 
= - ERA PCAC NT SOE RRCTRAE IT BEAT RA ent . ; 
i " aaa ; : : : sae caesar AIEEE OPH Saercnt Relea spose vehement ee his amen metas 


1780 aa anamn cn anmennitmense welrylarnhiri Ruste rau ah chaen escort phveiiirin Ainietecrietnrwrverantieanseenttereniomin dt. ‘ neat ? ; ae Lee : : mG ene 
7 ‘ a : ea sacar ncn ‘omemiremaneratiestnnty shen oatireremeninnanmnttnnetacn ar ert cent nthe res nineteen Nprdea ti sehiname esincternesaLNy 
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na)” The following typos. of Leave shall. Hot constitute... 
a ‘brock in continuous sorvice @ abroads. 


(2) Annual or sick leave erated an employee while 
. temporarily in the United States | for. purposes of official “8 i 
cons sults vbLone | 


it (b) A period of iia Les VG gra anbed an chiployes 
‘to return to the United States, or its Territories and 
“ possessi. ONS, cab vhis personal. - expense for the’ sole ere 
: os meeting a personal omergencye . 


"“Cc) A a of sick’ Agave: granted an employee to | 
retimn to the United States, or its Territories and. . 
possessions, under: ‘proper cuthorization at government a : i 
CXPCNSC » 7 aa. 7 


"(3) Although the types of leave Bat forth undor (2) te); | 

(b), and (oc), above, do not’ constitute a breale ‘in. 'comtinuous: ee, 

service abroad,t they do nob count. as "service abroad!’ Thus, — 
‘tho period: of Tcontinuous service cbroa d? must. bo. extended me 
beyond the original’ two ak for a p pont Cnn: to the amount 
of such loaves . cat Pe, eee 


te, Non-oxemp tion of Travel. Time 
| 


on geet 3 7 : i eer aren eine oT SAT SNES E CS TA TE PAE I I LTTE TIO PLT ETSI, 
epee pee entnee eA ERT EY INNES OS en aan “ S a teeut - nt ze "5, 


Annual. or sick leave granted under the circuns tases set 
forth in d(2)(b) and (c), above, shall bo cnleulated from the 
time of departure from the assigned post of duty ond willl in- 
clude’ saa ‘the elapsed normal i tine a from the poste! 


fe Bra the. peo is aes ‘ a. : 
Re He HILLUMKOETTER Sa 
Rear Admiral, USN ae ae 
Director of Centra us “Anteli gence 


| ‘DISHRIBUTTON ye ee ee ee ; ¥ 


i aaa as a A tai 
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omondede 


CUNERAL INTLLLICENCE AGENCY 
Washington, De Ce — 


ADMINISTRATIVE INST beat 7 - 90 June 1940 . ; 
aac i N I er | Bag? Vaetas 20 une 195 - STATINTL: 
SUBIICT : Time, Leave and Pay ca ate Ne 3 Som, STATINTL ; 


Adena. seat 6 Ins trucbion 1 toe em dated 22 April LOLI, is hereby 


Paragraph Numbor 8 is ren d number 9, and subsequent 


paragraphs accordingly 3 


" Be 


clusive of the time actually and necessarily occupicd in 
going to or from residence in the United States. or its 


necessarily Sccuniee in sara ting transportatione 

Mg Noneavai lability for Work 

the employee shall not be aveilable for work or duties © 
except _ in the Ag mency, or for training or reoricntation for. 
. work, or for military Leave whon authorized, and the time 


as eaNse 


‘duty ebontone 


‘Leave in the United States from Overseas Posts: . 
Wa, Eligibility for Home Leave 


_ Home leave Will be granted an employee who was a 


“Mesidont of the United States, or its Territories and 


possessions, at.the timo of employment by the govern= 


ment, after. two yearst continuous service abroad, or as 
soon thereafter as possible, provided that he has ace 


erued to his credit at the time of such order annual 
‘leave sufficient to carry him in a pay status while in 


the United States for at least 30 calendar days. 


Nhe eee Necessary Travel Time on Home Leave 


‘Leave. of absonee: grantod for hone leave shall be exe | 


Territories and possessions, and such time as may be 


a. 


While on home Leave in the Continental United States, 


for such work or duty or military Leave shall not ‘be counted 
"de Two. Years! Continuous Soxvice Abroad 


(1) Two years! continuous service nPead shall 
begin upon officially papery for duty: at his. pemmaneny 


ei : oe hiscneinne gare npn neranensieintmeitearnertanasentantette dd mempaniem pe ci anger toad Voici maantataeegete aanae soit larstnsi coh ees nga ce vinetieg Oo 2 
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"(2) ‘Tho following types of loave. shall not constitute. 
a. break iin continous sorvice abroa Xen | 


ve 1) ee or sick nieve eranted an cagtoped yitile | 
tenporarily in ‘the United States oa Purposes of of fieial. 
oe trens i 


" () A period of ea asi granted an eniployoe | 
to roturn to the United States, or its Torritories and. 
possessions, at his porsonal expense for bhe sole purpose — 
a mee ting a. persona Hh onergoncys: 


Rees (i er porLod of sick leave ean eeal an f eaevaee to 
retin to tho United States, or its Territories and 
possessions, under prOnet outhorization ab governnont 
CXPUNSCe 


(3) AL thougy the typos of aa wo sot fonth undor a(2)(a), 
(v). » and (c), above, do not cons bitube a break in teotttinuous 
service abroad.t they do not count a3 Vservice abroad,t Thus, 
the period. of. tcontinuous service © abroad tmst be ox sbonded 
beyond the original, ‘two ee. for ‘a period equal to the amount 
of ee cave - 


Ney WNon-oxonpt eo of Tre avol Tim 


— Annual or sick Laove cuaeae under the cirownstancos set 
_ forth in d(2)(b) and (c), above, shall bo enleulated from the 
time of departure from the assigned post of duty and will in-. 

clude oll ‘the . lapsed. normal, working time aay from the Bost sl 


. fog Gps eee 
ie He ea eta atti 
Rear Admiral, USN _ 
Director of Central Intelligence 
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RESTRICTED : f y Ae ali 
CENTRAL INTELLIGENCE AcENCyY oo 

Washington, D. C, ; phn 


| ADMINISTRATIVE INSTRUCTION. b ge 19 December 1950 


| SUBJECT: Time, Leave and Pay 


ERC IONE T nt preset nec eranee nanny gh hee sonar rete rh roeremenarmantts com 


STATINTL | [ | | 1. Paragraph le, Administrative i dated 
. ere oo ps ee April 1949, is hereby rescinded and the follow. ng substituted 
t therefors - . . 


"la(1) The normal official working hours for all activities 
(of the™Agency are from 0830 hours to 1700 hours Monday through 
. Saturday. Office heads will arrange Saturday schedules 80. that 
| _ individual employees will normally be required to work only 44, 
2 ce hours per week. In addition each activity will maintain a | 
- 7 : _ Skeleton staff on duty from 0830 hours to 1700 hours on Sundays 
: ae, and Holidays. pe 4 ‘ 7 ee 


: Po. (2) The ee uirezient for requests for overti -prescribed 
STATINTL : | by paragraph 17, Administrative Instruction pod 


does not 
i apply in connection with this Instruction." =, ; : 
i FOR THE DIRECTOR OF CENTRAL INTELLIGENCER: = = ei, et te ea 
i j 
of _ MURRAY McCONNEL ee 4 
i Deputy Director for Administration 4 
; a @ 


Distribution: No. 3 
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RESTRICTED 


SFT ESE ANE TED 


- Approved For Release 2003/04/17 : CIA-RDP81-00728R000100010043-6 


IECESIE Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 


Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 


_ Approved For Release 2003/01/17 : CIA-RDP81-00728R000100010043-6 


RESTRICTED 


eG Ve CENTRAL INTELLIGENCE AGENCY — 
“STATINTL | | Washsnenor et 2 

| ADMINISTRATIVE INSTRUCTION mes 2 February 1951. 
§ NO. - : ; a 


SUBJECT: ‘Time, Leave and Pay. 


Administrative Instruction eS Fs 19 December 1950, is , 
hereby rescinded and the following substituted therefor: : 


cot er em beer gy megane Pag Ne 


STATINTL . 


-"Ja(1) ‘The normal. official working hours for all 
activities of the Agency are from 0830 hours to 1700 hours, 
Monday through Saturday, unless otherwise specifically . 
provided by Agency directives. - oy 


"(2) Normally no individual will be required to work 
‘more than 88 hours in any single pey period, It is suggested 
that one method of achieving this is to utilize one-half of 
a Staff or Office for a full day on alternative Saturdays. 
However, Assistant Directors ‘and Office Heads have the dis~- 
cretion as to the number of employees necessary to accomplish 
the Saturday workload. | sola 


. (3). Each activity will maintain a skeleton staff on 
Sundays and holidays from 0900 hours through 1630 hours to the. 
f extent necessary to cover urgent and unexpected problems 
adequately: Each Assistant Director or Office Chief concerned 
PEG ti. bee, Oe _ shail determine the staff. necessary to provide the Director's 
oo Office with such service. 85, ate | — 
"(h) The Deputy Director. (Administration) or the 
Assistant Deputy Directors (Administration) will be on duty 
- on Sundays and holidays and all emergency administrative 
matters will be referred directly to that Office on those 
—STATINTL: : var (5) The requirement for requests for overtime pre- ae ee a 
im — scribed by paragraph 17, Administrative Instruction No. a ee he oe 
does not apply in connection with this Instruction." 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; pila cele, : 


STATINT 


SFr tear Saat asa 


 Ageistant Deputy Director es o Mt 


: " (Administration) Aare eS 
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z ieee pra [__ fh February 1951» ae 
ec ADITNISTRATIVE INSTRUCTION 
NO. 


‘guBJECT: Time, ‘bed ala Beg. 


“Administrative Instruction Ep dated ‘19 Decenber 1950, is hereby 


rescinded and the following substituted theréfor: 
"1a (1) The norma. official working hours oe all activities of the 
Agency are from 0830 hours to Bee hours ‘Monday through Saturday, 


unless otherwise specifically provided by Agency directives. 


Reece aa caa acs SE ed Sama SLATS RENAL OSS 


"(2) Normally no individual, will ve required to work more. than. : 
88 hours in any single pay period. “It is suggested that. one method 
of. achieving this is to utilize ad of a Staff or Office for 
a full any. on alternative Sacuwaaya: oneneks Assistant Directors, 


and Office Heads have the discretion as to the number of employees 


& 
= 
ba 
By 
Me 
© 
. 
a 
# 
be : 
BR 
t 
: 
E 
: 
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necessary to accomplish the pene workload. 


Ane 


(3) Each activity will maintein a skeleton staff on 2 Sundays: 


and. holidays from 0900 pou through ee hours. to the extent 


a 
. 7 
a : 
: oe 
: , 
: a ‘ 
o B nates 
at 
cS a 
an | ee 


necessary to cover "urgent and. unexpected eee sdsiuately: 


PATA IEY 


Bach Assistant Director or Staff Chie? concerned shall determine tie eee 4 
tail Ste ee stare saat ecnaistatnea to provide the Director" Ss. 
“Offs with. such reesuntbbewemengency service. 


1) The Deputy Director (Administration) or the Assistant 


TERS Sere re a ie SERINE YS in pte, 
ce Deans foe PE SAE ARE Se earch 


Deputy Directors. (Adninistration) will be on duty. on. Sundays and. 


holidays and all emergency administrative natters wild be. referred 


SHyhrsceae 


directly to that office on ‘those days. 


ee a es) The requirenent for “requests for overtime prescribed by es 
ee "paragraph | 17, Administrative Znstruction[ does. not apply 


in connection with this Instruction. ' 


FOR THE DIRWOTOR ‘OF: CENTRAL INTELLIGENCE: MURRAY McCONNEL, 


aS Si. Mo. Bn : _RESTRI RTED Ge Pia anaes o | 


apne ertinen tat ade natant amen eh tro iar 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY. 
Washington, D. C. | 


ADMINISTRATIVE TeTaoTo | 19 December 1950 
N a : i wi . 7 


SUBJECT: Time, Leave and Pay 
1. Paragraph la, ‘Adam? istrative Instruction ea dated 


22 April 1949, is hereby resSinded and the. followiig substituted 
therefor: ee ; ie ee ; 


_ STATINTL 


"la(1) The normal offNvial working hours for all activities 
of the Agency are from 0830 hours to 1700 hours, Monday through 
. Saturday. Office heads will grrange (Saturday schedules so that 
individual employees will normally be required to work only 44 
hours per week. In addition eath activity will maintain a 
skeleton staff on duty from 0830\hours to 1700 hours on Sundays - 
and Holidays. mi fo ; 
a (2) The requirement for requ 
by paragraph 17, Administrative Inst 
apply in connection with pone dust euions” 


Pras’, ; 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


‘A : : 
: 


co for_overtime prescribed 
ruction does not 


STATINTL | 


a —_ | tS oe | — MURRAY McCONNEL — a io eee 
ee aes eo ‘Deputy Director for Administration rn 


STATINTL 


Distribution: No. 3. 
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ee - RESTRICTED 


CENTRAL INTELLIGENCE AGENCY - 
eenEne hon: D.C. 


ADMINISTRATIVE INSTRUCTION | sae ; 2 Febr 
NO. = ae ok 


SUBJECT: Time, Leave and Pay. 


z Administrative en dated 19 cere 
hereby eect ated and the following substi uted therefor: 


"la(1) The normal, official working eee for all 


very 1951. 


1950, is 


activities of the Agency are from 0830 hours to 1700 hours, 


Monday through Saturday, unless otherwise specifically 
provided ee Agency directives. 


"(2) Normally no individual will be required to work 
more than 88 hours in any single pay period. It is suggested. 


that one method of achieving this is to utilize one-half 


of 


~ a Staff or Office for a full day on alternative Saturdays. 
- However ,. Assistant Directors and. Office Heads have the dis- 
cretion as to the number of. employees necessary to Scecmnne eH 


‘the sa workload. 


"(3) Bach activity Will maintain a skeleton staff on 
Sundays. and holidays from 0900 hours through 1630 howrs : to the 


extent. necessary to cover urgent and unexpected prcblems. 


. adequately. Bach Assistant Director orOffice Chief concerned 
“shall determine the staff necessary to provide the ‘Director! s 


, Office with such ‘service. 


"hy The Deputy 1 Director (en inieteat oa) or. the : 


Assistant Deputy Directors (Administration) will be on d@ 


wby 


on Sundays and holidays and all emergency administrative 
matters, will be referred aaa to ak pit ice on those : 


days. 


scribed by paragraph 17, Administrative | Instruction 
does not: apply in connection nee this Instruction.’ 


FOR THE DIRECTOR OF CENTRAL, INTELLIGRNCE: 


"(5) The poad eee for requests for overtime pres 


ae 
“4 
; 
\ 
Ee) 
: 


“ Aspistant Deputy Director 
Sn ee eet : anata) 
DISTRIBUTION: ggih 7 
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a . ee ) | 
7 " RESTRICTED | 
CENTRAL INTELLIGENCE AGENCY ee ; a | 
7 Washington, D.C. 2 2-0 ee bee” nis 
pe "ADMINISTRATIVE INSTRUCTION. = | 2 February 1951 
STATINTE: NO. bras wt TD, Be | ee cae ‘ 
yy — _ SUBJECT: Time, Leave and Pay. = 4 i 7. : 
STATINTL ; Administrative Instruction[| ___—| dated 19 Decenber 1950;: is 
a hereby rescinded and the following substituted therefor: 
t "1a(1) The normal official working. hours for all 
BO activities of the Agency are from 0830 hours to 1700 hours, 
Sf Monday through Saturday, unless otherwise specifically 
: provided by Agency directives. | re 
i _.. "(2) Normally no individual will be required to work 
: more than 88 hours in-any single pay period. It is suggested. 
that one method of achieving this is to utilize one-half of 
- -a Staff or Office for a full day on alternative Saturdays. 
i However, Assistant Directors and Office Heads have the dis- 
ob: cretion as to the number of employees necessary to accomplish 
the Saturday workload. er ae 
b (3) Each activity will maintain a skeleton staff. on 
7 2 Sundays and holidays from 0900 hours. through 1630. hours to the — 
i extent necessary to cover urgent and unexpected problems 
7 adequately. Each Assistant Director. or Office Chief concerned 
: shall determine the staff necessary to provide the Director's. 
Office with such service. | th et 
? "(h) ‘The Deputy Director (Administration) or the 
Assistant Deputy Directors (Administration) will be on duty” ae oa 
on Sundays and holidays and all emergency administrative = £2. oy 
matters will be referred directly to that. Office on those _ . ; ; a 
ABYSS. ner oe I er ee bai Se 


ee = eS of (5) The requirement for requests for overtime pre-| ee ee 
STATINTL: : eee eG ibed by paragraph 17, Administrative Instruction Now oe ae 
"age ee He Se abe [aces not apply in connection with this Instruction.". ce a a eee 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: Re ek on . 


STATINTL a 


i - Assis ant Deputy Direc 
=“ he cae oo - aoe (Administration ) 
/ DISTRIBUTION: gyh ee a 


RESTRICTED 
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‘RESTRICTED - 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


"ADMINISTRATIVE seTRECTTON free wa Gee 19 December 1950 
NO. | 2) ee | : 


SUBJECT: Time, Leave and Pay 


STATINT 


a SN ee as Aes De ceil ee iS 


e 


STATINT - 1. Paragraph la, Administrative Instruction ——— dated 
22 April 1949, is hereby rescinded and the following substituted . 
therefor: . are 


, 


"la(1) The normal official working hours for all activities 
of the-Agency are from 0830 hours to 1700 hours Monday through. 
Saturday. Office heads will arrange 'Saturday schedules so that — 
individual employees will normally be required to work only 44 
hours per week. In addition each activity will maintain a 
skeleton staff on duty from 0830 howrs to 1700 hours on Sundays 

' and Holidays. 

(2) The requirement for requests for_overtime prescribed 
by paragraph 17, Administrative Instruction [faces not 
apply in connection with this Instruction." — 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINT 


STATINT 
: ao c = 
Deputy Director for Administration ae 
| | ra ns fy.) STATINTL. 
 - Distribution: No. 3 _ | aaeennee te () PO fe STATINTL: 


op eae ec Reermroim 5 Oe 
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